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I acknowledge the use of Google Scholar (https://scholar.google.com/) on 11 February 2025 to write my notes into submission format using the prompt(s):
1. Please provide me with materials on reflective models and their applications in hospitality and tourism.
i.e.,
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2. Please provide me with materials on the role of human resource practices in the hospitality industry.
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3. Please provide me with materials on effective financial management.
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Reflecting on my placement at The White Hart Hotel, I have gained invaluable insights into the administrative aspects of hospitality operations, particularly in financial management and human resources. The Human Resources (HR) Department typically ensures that employees receive proper orientation regarding health and safety procedures, company policies, and operational protocols, contributing to improved staff performance and reduced turnover (Burke, 2018). Hotel administration encompasses various operations, including financial record-keeping, payroll management, risk assessments, and staff induction processes. Risk assessments are crucial for student placements to ensure the safety and compliance of operations, identifying potential hazards such as fire risks, equipment malfunctions, and security concerns (ASET, 2021).  My exposure to risk assessments (see Appendix 1) and induction processes reinforced their importance in maintaining compliance and operational efficiency. For example, I participated in the student induction session, which covered essential safety procedures such as fire evacuation routes and manual handling guidelines (see Appendix 2). The structured induction checklist ensured that all aspects were documented, mitigating potential liability issues. My experience has been structured using Gibbs’ Reflective Cycle (1988), a widely recognised framework for systematic reflection in professional and academic settings. This model provides a structured approach to analysing experiences through six stages: Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan. According to Dominguez et al. (2023), reflective practice is essential for continuous learning and professional growth, as it enables individuals to assess their experiences and implement improvements critically. This framework deepened my self-awareness and decision-making, improving my ability to find practical solutions for future challenges.
I believe structured reflection is a valuable tool for self-improvement, as it encourages critical thinking and professional development.
My goal was to accomplish the following objectives:
· Develop a comprehensive understanding of financial management processes, including revenue tracking, expense management, and payroll processing in a hospitality setting.
· Gain hands-on experience with financial software to improve financial accuracy, reporting, and forecasting for hospitality operations.
· Enhance knowledge of HR management, particularly in payroll administration, employee scheduling, and leave entitlements.
· Identify key financial administration and HR management challenges and propose strategies for improving efficiency and risk mitigation.
· Assess the impact of financial decision-making on operational efficiency and staff productivity within the hospitality industry.
· Investigate best practices for improving financial transparency and compliance in hotel management.
During my placement, I managed the hotel’s financial transactions through the SAGE50 accounting software, ensuring accurate recording of revenue, expenses, and payroll processing. Sage is a cloud-native accounting software that provides visibility, flexibility, and efficiency in managing finances and operations (Sage Group, 2025a). I verified the cash float each morning, ensuring the three tills contained exactly £150. This process involved counting the previous night’s takings, reconciling discrepancies, and preparing the bank deposit. On one occasion, I noticed a shortfall in one of the tills, requiring me to meticulously check transaction records and speak with the front desk team to identify the cause. The SAGE50 system allowed me to track all transactions, helping to identify the missing amount and ensure it was adequately accounted for. This process was essential for financial accountability and preventing cash flow issues (see Appendix 3). The software also facilitated tracking daily revenue streams, including room bookings, restaurant sales, and bar transactions, providing real-time financial data that informed managerial decision-making. Supplier payments were another crucial aspect of my role, requiring meticulous entry into SAGE50 to ensure timely payments and avoid supply chain disruptions (see Appendix 4).  Payroll processing was also complex, as the hotel operates on an hourly wage system, requiring accurate recording of staff hours and leave entitlements (see Appendix 5). Annual leave calculations followed government guidelines (UK Government, 2024) but also incorporated the average hours worked over the past three months to ensure fairness.
At the beginning of my placement, I felt overwhelmed by the volume of financial and administrative tasks, particularly given my limited experience with SAGE50. However, my confidence grew as I became more familiar with the software and financial operations. The most significant operational challenge I encountered was the over-reliance on a single employee to manage the finance and human resources departments. This individual had an extensive workload, handling payroll, supplier payments, staff contracts, and financial reporting alone, creating significant operational risk. I recall an instance where urgent supplier payments had to be processed while simultaneously managing payroll, leading to considerable pressure on the responsible individual. Recognising this issue, management highly appreciated my ability to learn financial and HR processes, alleviating some pressure on the existing staff.
Overall, my experience in financial administration was highly valuable. I developed key financial management skills, including expense tracking, payroll calculations, and supplier payment processing. However, I observed a significant challenge in the business: the reliance on one individual for critical financial and HR functions. Sharma's (2019) research suggests that over-dependence on a single employee can lead to delays and increased business risk. While my contributions helped reduce some of this load, the long-term viability of this system remains a concern. One particular challenge I faced was processing payroll adjustments for staff members who worked extra shifts. Due to a lack of digital integration between scheduling and payroll systems, adjustments had to be manually entered, increasing the risk of human error.
Guilding and Mingjie Ji (2022) provide an updated comprehensive overview of financial and managerial accounting principles tailored to the hospitality industry, focusing on financial reporting, cost control, budgeting, and performance evaluation to enhance strategic decision-making. Franco et al. (2020) regard effective financial management as essential for ensuring a hotel’s profitability and long-term durability.  Additionally, economic pressures led to cost-cutting measures, including reduced staff hours and higher room rates and food and beverage prices, due to rising utility, supplier, and wage costs (Hutton et al., 2024). At the White Hart Hotel, reduced staff hours may affect service quality, potentially leading to lower guest satisfaction and fewer returning customers. Likewise, higher prices may reduce occupancy and revenue. A balanced approach ensures cost efficiency and guest experience. Accordingly, the experience reinforced the importance of using software like SAGE50 to streamline administrative processes and improve financial transparency.
Key insights from the lectures on Personnel Resourcing and Development (Lee, 2023) underscored the significance of employee motivation and well-being within the hospitality sector, particularly in relation to Maslow’s Hierarchy of Needs. The theory provided a valuable framework for understanding staff engagement, particularly in financial management and human resources (Dogonyaro, 2021). Basic salary and job stability at The White Hart ensured that staff could meet fundamental needs, with payroll accuracy crucial in preventing stress. Job security and compliance were reinforced through risk assessments and safety protocols. Effective teamwork improved operations, while recognition and career growth opportunities boosted motivation. Skill development and cross-training supported long-term career aspirations. Addressing these needs holistically enhanced staff retention, service quality, and overall business sustainability.
In contrast to my Level 4 placement, which focused on Hotel Administration and Front Office Operations, this placement provided deeper exposure to financial and HR management. While my previous experience involved basic reservation systems and introduced fundamental financial concepts, which I could now apply practically in revenue tracking and payroll administration, my Level 6 placement required more responsibility in financial decision-making and compliance. The placement experience at The White Hart Hotel has given me a deeper understanding of financial and HR management within a hospitality setting. I gained practical experience with SAGE50 accounting software, payroll processing, and risk assessments, reinforcing the importance of compliance and operational efficiency. However, I observed challenges, including over-reliance on a single employee for finance and HR functions, highlighting the need for better workload distribution and digital integration. Economic pressures have also led to cost-cutting measures, potentially impacting service quality and guest satisfaction. 
To enhance financial management at The White Hart Hotel, optimising SAGE50, standardising reconciliation, and conducting audits will improve transparency within six months. Addressing the HR workload, hiring an HR and finance assistant, integrating digital payroll, and cross-training staff will enhance efficiency within twelve months. Strengthening risk management through regular assessments, updated inductions, and structured document management will ensure compliance. Balancing cost efficiency with service quality will involve strategic pricing, guest feedback monitoring, and staff engagement within nine months. These improvements will enhance financial oversight, operational efficiency, and guest satisfaction, ensuring long-term sustainability and regulatory compliance.
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Appendices
Appendix 1: Internal Data on Health and Safety Risk Assessment – The White Hart Hotel

The Company wide risk assessment captures and quantifies the health and safety hazards and risks present throughout The White Hart Hotel. 
Last reviewed – April 2019. (Developed by Lauren Arnott)
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Source: Arnott, 2019
Appendix 2: Student Placement Induction Checklist
[image: ]         [image: ]
Source: Developed by Author
Appendix 3: External Data on Cash Flow Management
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Source: Sage Group, 2025b 

Appendix 4: External Data on Supplier Payments 
[image: ]

Source: Davies, 2020  
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Appendix 5: External Data on Payroll Processing 
[image: ]
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Source: Davies, 2020 
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Managing Health, Safety, and Welfare in Student Placements:
ASET (2021) Good Practice Guide

The ASET (2021) Good Practice Guide outlines responsibilities for universities,
placement providers, and students to ensure health, safety, and welfare during
placements. It emphasizes risk management by assessing placements based on risk
levels and providing necessary training. Pre-placement preparation includes guidance
on workplace safety, professional conduct, and emergency procedures. Regular
monitoring and support through check-ins and reporting mechanisms help maintain
student well-being. Post-placement reviews allow students to provide feedback,
contributing to improvements in future placements. The guide promotes a proactive

and collaborative approach to ensuring safe and effective student placements.
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Human Resource Management in Hospitality and Tourism -
Burke (2018) Summary

Burke (2018) highlights the critical role of HRM in hospitality and tourism, addressing

workforce challenges such as high turnover, seasonal employment, and low wages.

Effective HR strategies focus on recruitment, trai

ng, motivation, and retention to
enhance service quality. Common issues like long hours and employee burnout
require solutions that prioritize well-being, work-life balance, and career development.
Technology is reshaping HRM through digital tools for recruitment and performance
management, while trends in sustainability, diversity, and innovation are shaping the
industry's future. Strategic HRM is essential for a skilled, motivated workforce,

directly impacting service quality and business success.
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Summary of Hutton et al. (2024) - Support for Pubs and the
Hospitality Sector

Hutton et al. (2024) highlight the economic significance of the UK's hospitality sector,
which contributed £62.5 billion in 2023 and employed 2.8 million people. However,
rising energy costs, inflation, and staff shortages have placed financial strain on
businesses. Energy bills increased by 80% in 2023, while food and beverage prices
peaked in 2022 before stabilising in 2024. Staffing shortages remain a concern, with
95,000 vacancies reported.

To address these issues, the government introduced the Energy Bills Discount
Scheme and a temporary VAT reduction. The report emphasises the need for

continued support to sustain the sector.
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Summary of “Accounting Essentials for Hospitality Managers™
(4th Edition) by Chris Guilding and Kate Mingjie Ji

This book provides a clear and practical introduction to accounting for hospitality
managers, helping them develop financial interpretation skills and make informed
business decisions. Designed for those without an accounting background, it explains
essential financial concepts and their application in real-world hospitality

management.

A key focus of the book is on strategic financial analysis, demonstrating how
managers can use financial data to enhance business performance and drive decision-
making. It also takes a global perspective, considering accounting practices across

different countries and currencies, making it relevant for an international audience.

To ensure practical understanding, the book includes real-world case studies, allowing
readers to apply concepts to hospitality-specific scenarios. Each chapter concludes
with exercises and problem-solving activities to reinforce learning. Additionally, a
range of online resources, including PowerPoint slides, solution guides, and test

banks, supports both students and instructors.
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Reflecting on my placement at The White Hart Hotel, I have gained invaluable insights into
the administrative aspects of hospitality operations, particularly in financial management and
human resources. Hotel administration encompasses various operations, including financial
record-keeping, payroll management, risk assessments, and staff induction processes. Human
Resources (HR) Department typically ensures receive proper orientation regarding health and
safety procedures, company policies, and operational protocols, which contributes to improved
staff performance and reduced turnover (Burke, 2018). So, Risk assessments are crucial for
student placements to ensure the safety and compliance of operations, identifying potential
hazards such as fire risks, equipment malfunctions, and security concerns (ASET, 2021). The
department typically ensures that staff receive proper orientation regarding health and safety
procedures, company policies, and operational protocols, which contributes to improved staff
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Reflecting on my placement at The White Hart Hotel, I have gained invaluable insights into
the administrative aspects of hospitality operations, particularly in financial management and
human resources. Human Resources (HR) Department typically ensures receive proper
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of operations, identifying potential hazards such as fire risks, equipment malfunctions, and
security concerns (ASET, 2021). Hotel administration encompasses various operations,
including financial record-keeping, payroll management, risk assessments, and staff induction
processes. My experience has been structured using Gibbs’ Reflective Cycle (1988), a widely
recognised framework for systematic reflection in professional and academic settings. This
model provides a structured approach to analysing experiences through six stages: Description,
Feelings, Evaluation, Analysis, Conclusion, and Action Plan. According to Jasper (2013),
reflective practice is essential for continuous leaming and professional growth, as it enables
individuals to critically assess their experiences and implement improvements. By applying
this framework, I have been able to gain deeper insights into my actions, emotions, and
decision-making processes, ultimately enhancing my ability to develop practical solutions for
future challenges. I believe that structured reflection is a valuable tool for self-improvement,

as it encourages critical thinking and professional development.
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expenses, and payroll processing. Sage is a cloud-native accounting software that provides
visibility, flexibility, and efficiency in managing finances and operations (Sage Group, 2025).
Each morning, I verified the cash float, ensuring that each of the three tills contained exactly
£150. This process involved counting the previous night’s takings, reconciling discrepancies,
and preparing the bank deposit. On one occasion, I noticed a shortfall in one of the tills,
requiring me to meticulously check transaction records and speak with the front desk team to
identify the cause. The SAGE system allowed me to track all transactions, helping to identify
the missing amount and ensure it was properly accounted for. This process was essential for
financial accountability and preventing cash flow issues. SAGE also facilitated the tracking of

daily revenue strf transactions,

Rephrase senten:
SAGE also facilitated the-tracking ef-daily rev-

enue streams, including room bookings, restau-
rant sales, and bar transactions, providing real-

time financial data that informed managerial
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payments were an 1to SAGE to

ensure timely pay ng was also

complex, as the ho > 1 ) rding of staff
decision-making. L. ..

hours and leave en idelines (UK

Government, 2024 1 D19miss three months

to ensure fairness. @ e more in Grammarly

Feelings At the beginning of my placement, I felt overwhelmed by the volume of financial and
administrative tasks, particularly given my limited experience with SAGE. However, as I
became more familiar with the software and financial operations, my confidence grew. The
most significant operational challenge I encountered was the over-reliance on a single
employee to manage the finance and human resources departments. This individual had an

extensive workload, handling payroll, supplier payments, staff contracts, and financial
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expenses, and payroll processing. Sage is a cloud-native accounting software that provides
visibility, flexibility, and efficiency in managing finances and operations (Sage Group, 2025).
Each morning, T verified the cash float, ensuring that each of the three tills contained exactly
£150. This process involved counting the previous night's takings, reconciling discrepancies,
and preparing the bank deposit. On one occasion, T noticed a shortfall in one of the fills,
requiring me to meticulously check transaction records and speak with the front desk team to
identify the cause. The SAGE system allowed me to track all transactions, helping to identify
hll 7 e the missing amount and ensure it was properly accounted for. This process was essential for
financial accountability and preventing cash flow issues. SAGE also facilitated the tracking of

EEed daily revenue streams, including room bookings, restaurant sales, and bar transactions,

b iy providing real-time financial data that informed managerial decision-making. Supplier

payments were another crucial aspect of my role, requiring meticulous entry into SAGE to
ensure timely payments and avoid supply chain disruptions. Payroll processing was also
complex, as the hotel operates on an hourly wage system, requiri,  feohiace

hours and leave entitlements. Annual leave calculations followec However, my confidence grew as | became
more familiar with the software and financial

operations;my-confidence-grew.

T/ Dismiss

Government, 2024), but also incorporated the average hours work

to ensure fairness.

Feelings At the beginning of my placement, I felt overwhelmed b

more in Grammarly

administrative tasks, particularly given my limited experience
became more familiar with the software and financial operations, my confidence grew. The

most significant operational challenge I encountered was the over-reliance on a single

employee to manage the finance and human resources departments. This individual had an

extensive workload, handling payroll, supplier payments, staff contracts, and financial
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extensive workload, handling payroll, supplier payments, staff contracts, and financial
reporting alone, creating significant operational risk. I recall an instance where urgent supplier
1
B [ payments had to be processed while simultaneously managing payroll, leading to significant
Lot pressure on the responsible individual. Recognising this issue, management was extremely

appreciative of my ability to learn financial and HR processes, which alleviated some of the

pressure on the existing staff.

Recognising this issue, management was ex-
tremely appreciative of my ability to learn
financial and HR processes, which-atteviated
seme-of-the alleviating some pressure on the
existing staff.

Evaluation Overall, my experience in financial administri
developed key financial management skills, including expense
and supplier payment processing. However, I observed a signif
the reliance on one individual for critical financial and HR func|

suggests that over-dependence on a single employee can lead tc

Dismiss

risk. While my contributions helped reduce some of this load,
See more in Grammarly
system remains a concern. One particular challenge I faced was _ ® - ’

for staff members who worked extra shifts. Due to a lack of digital integration between
scheduling and payroll systems, adjustments had to be manually entered, increasing the risk of
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essential for the hotel's long-term sustainability. Accordingly, the experience reinforced the

importance of using software like SAGE to streamline administrative processes and improve

financial transparency.

Beyond financial management, my placement highlighted the importance of employee

motivation and well-being in hospitality. Maslow’s Hierarchy of Needs (1943) provided a

useful framework for understanding staff engagement, particularly in financial management

and human resources (Dogonyaro, 2021). Basic salary and job stability at The White Hart

ensured staff could meet fundamental needs, with payroll accuracy being crucial in preventing

stress.

Ad wough risk assessments and safety

...Hart ensured that staff could
meet...

a conjunction
protocq hile recognition and career growth
opport 1 cross-training supported long-term

T/ Dismiss

@(

more in Grammarly

career aspirations. Addressing these needs holistically enhanced staff retention, service quality,

and overall business sustainability.

Conclusion:
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Activity ‘Who might be harmed and how? Activities | Inherent Risk Analysis Controls
Probability | Severity
Workplace Poor environmental characteristics Scheduled workplace inspections
Environment and ~ thermal discomfort Provision of facilities:
Facilities — nuisance noise o) o) — toilets
~ inadeguate lighting ~ eating and drinking facilities
- glare

Poorly maintained equipment
Access to facilities including
~ toilets

~ washing facilities

~ drinking water

~ dining facilities

Poor housekeeping:

~ blocked emergency exits

~ blocked emergency equipment
~ waste accumulation

~ electrical cable trip hazards
~ trip hazards

~ slips, trips and falls

Office & bar waste removal and recycling
initiatives
Equipment such as ladders, stepstapls.
antislip mats, handrails, anti-slip paints, cable|
conduits.
Safety signage

— wet surface

~ cleaning in progress

~ rerouting for emergency exits
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Falls from

height

Staff may suffer serious, possibly fatal, injuries if
they fall from any height

@

@

* Cellar hatches:

- Check they have been closed after delivery.
- Ensure other people are excluded from area
while hatch open and in use.

+ Ladders to be suitable, regularly inspected, and
used only for light work of short duration by
trained staff.
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Violence

Staff and customers may suffer stress and/ or
‘physical injuries from aggressive customers.

@

€}

* Staff adhere to legal requirement not to sell
alcohol to intoxicated customers.

* Staff trained in good, polite bshavior 2nd how
to avoid confrontation following violence
policy when to call police et

* Staff made aware of barred customers.

+ Information sharing scheme with police and
other licensed premises in the area — member
of local Pubywatch.

+ Regular glass collection — “glass policy
implemented for very busy events or as
appropriate

+ Cashing up done after hours/out of customers”
sight.

* Panic Alarm installed.

Manual
handling

Staff receiving back, neck and limb injuries
from lifting heavy loads (g barrels), crates of
bottles etc

@

@

* Behind the bar kegs/casks barrels rolled onto
trolley and wheeled around.

* Staff training in rolling and stillaging casks

* Staff training in lifting techniques and posture
for items behind the bar

* Bottle bin to be lifted using 2 people
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Electrical

Staff and customers could get electric shocks from
faulty/ damaged wiring or electrical equipment

@

@

12

+ RCD protection for power outlets

* Certificates of Electrical Safety

* Electrical installation by licensed clectrician

* Yearly PAT Testing

* RCD Testing

* Staff trained to spot damaged equipment,
plugs, cable and fittings and take out of
service,

* Staff told where fuse box is to turn off
electricity in the event of an emergency.

* Fuse box/consumer unit kept accessible at all
times.

€02 leakage

Staff may be overcome when charging CO2 while
changing barrels and soft drinks dispenser in cellar

(€]

@

+ Only staff trained by the pub company,
‘manager and named staff member, change
barrels

+ Safe working practice, in line with BBPA
gvidance.

* Cellar well ventilated with adequate, lowlevel.
ventilation

Fire

If trapped staffvisitors could suffer from smoke
inhalation/burns

(€]

®

+ Fire risk assessment completed anmually

* Manager/senior staff member checks fire
exits are clear

* Good Housckeeping

* No portable heaters used

* Nonaked flames left unattended

* Staffto check outside smoking area to check

all smoking materials extinguished after
closing
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Hazardous
substances

Staff can suffer chemical burns or develop
dermatitis from contact with, or use of, cleaning
chemicals

@

[©)]

All products’ safety data sheets checked|
fo see what gloves; eye protection is|
necessary for use with the chemicals.
Staff told about skin care when washing
glasses, handling dishwasher chemicals|
ete.

Chemicals always kept in originall
labelled containers, any containers for|
decanted chemicals clearly marked.
PPE - gloves and eye protection|
available when using, decanting or]
diluting chemicals.

Noise/Sound
Pressure

Staff suffering hearing damage from live and
recorded music

@

@

Bands’ and DJs' speakers located in
fonction room and focused on dance
floor, away from seating areas and bars
Staff allowed to take regular rest breaks
in designated quiet area to reduce noise
exposure.
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Slips, trips and
falls

Staff and customers slipping/tripping/falling.
suffering fractures and bruising etc

@

©]

12

Staff clean up spillages immediately
using suitable methods and leave the
floor dry.

Bar floor areas only washed out of honrs |
Staff know about proper use of
detergents, correct detergent rates to
avoid residue — wash, leave, rinse efc.

Wet floor sign to always be used when
spillages occur

Good housckeeping — work areas kept
tidy, goods stored suitably et

Drip trays provided where spills likely.
Equipment maintained to prevent leaks
onto floor.

Good lighting in all areas including steps
outside or access to cellar areas.

Ensure stairways are not obstructed.

Carpets firmly secured.
No trailing cables or obstructions in
walkways.

Cable covers used for all electrical
cables, especially when hosting bands or
DIs

Gas

Staff and ofhers risk injury from fire and explosion
if equipment not properly maintained and used.

@

10

Boiler checked and serviced annually by
2 Gas Safe registered engineer.

Staff trained to recognise and report
defects

Broken Glass

Staff can get injury from cus and infections

@

@

Suitable sigid plastic bins/containers are
provided for the safe collection and
disposal of broken glass within the
premises

‘A dustpan and brush are provided to
clean up broken glass, suitable safety
signage is used to mark the arca until
glass can be picked up.

Plastic glasses are provided on event
days for use outside.
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Risk Assessment Matrix

At Risk Severity Probability Risk rating
E=Employees. 1| No Injury 1 | Very Likely Severe X probability Low Y- acceptable risk
CContractors | 2| Minor 2 | Unlikely 15 ‘work can start
Injury
V=Visitors 3| +3day 3 Likely
absence
P=Public 3| MajorInjury | 4 | VeryLikely | SevereXprobability Med | YorN needs further
| 614 consideration
A=All 5| Death 5 Virtually
Certain
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STUDENT PLACEMENT INDUCTION CHECKLIST

sudenthame: | \f\crops . CHILTANG

Placoment

Organisation: W ae Heet Hoter

 Placoment sito
Addross:

| NeWLALD ST, W rrueM, £s5ex, (MR 246

“The Health & Safeytopics dentifed below should be incuded wili the inducton that s provided for
e student on placement,prelerabl on ther rst day.

Hoalth & Safety Induction Areas

Wo

WA

Introduction t key staf members and thef es axplaied

Location of wefre facites (e, tolet, ichen, esioom, showers)

Emergency provedures

COVID-18 contol proceciures

N/

Losatin of organisaton safety plcy

Locaton o rs aid faites and contac for et aiders

Fie procedures and ocaton of fe-fghiing squpment

‘Acodent Incident reporting and locaton of accident book

‘Acosss to sk assessments covering asks 0 be underiaken

0.

Location of healh and safety information and advice

NN ERNNN

T

Usetcontol measures or hazardous subsiances  f spocable

P

Disply Screen Equipment procsdures - i applcable

13

Manual anding procedures - f appicatle

<

12

Protectve cithingleauipment arangemens — f sppicatle

1.

nstrution aining on equipment machinery - fappicatle

1

‘Specic diablly reated inductn isues -  applcable

1.

Other ssues coveredio ba covered please state elow:

September 2021
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PLACEMENT PROVIDER CONFIRMATI

1 confirm that the student ha

ON

APPENDIX PLIT

een provided with the inducton specified above:

[ signea:

[pomname: |5 —

Postton: | ezerce Date: ngpﬁ i
STUDENT CONFIRMATION

1 confirm that | have been pr

pecifed above:

o opits i
i
| W

Print Nam

VIETORIA _et(upv V.

Position: STovenT—

Date:

L8//25

the student starting placement.

PLACEMENT COORDINATOR RECEIPT

Please roturn the completed checkiit to the Placoment Organiser within one week of

Date of Recelpt:

1 further acton s required then detail below:

September 2021
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1 Sage Payroll Professional 2020 v23.0, Unlimited Employees, Feature Pack 1 (Not Responding) ol@ [ =

Login Processing Reports Nominal Company/Peyroll Direct Payroll Reporting  YearEnd Miscellaneous Gift Cards  Help Sage Tools
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Set Period Emp Details Time and Pay Reports EOP Rewind Notepad Backup Help Help Centre
yRun | Budget 2020-com|

Tasks

[@iValidate Payrol Data
B 5etPeriod

&) Edit Employees

£ Retrieve RPN

[ Enter Time and Pay

(@ Batch Time and Pay
(E| Contral Summary Report
Gross To Nett Report
(B End Ot Period

{# Send Payroll Submission
View/Print Payslips

T Bank Transfer

8 Other Reports

L Process Norminal
[E1Process Pension

Help.
Centre

(& Backup
Retrieve Process
RPNs Nominal
Enter Time Bank Other Backup
andPa Transfer
Process
Pension
< il 5

& Em Sage Payroll Professional - Tax Year 2020

Direct Payroll Reporting. Payroll: WEEKLY Frequency: Weekly

r——————| Company name: Pimbrook Webinar Period: 1
anandal YeatEnd, Period date: 03/01/2020

Status: Time and Pay Calculated

User: STEPH | Payroll: WEEKLY Company: Pimbrook Webinar | Weekly Period: 1 - 03/01/2020 | Status is CALC |
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