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Welcome to Level 6 

As your Level 6 Lead Tutor, I am here to guide you through the level which is the final 

part of your undergraduate journey, and possibly the most challenging. Within this 

level you will experience placement, which will expose  you to the strategic side of 

Hotel management, here you will be considering your actions as a future manager and 

reflect on your achievements to date, where you may need to develop key skills and 

possibly where you wish to work within the industry in the future.  

 

This Level is very much in two parts, there are your Three Placement Modules (10 

credits per module) and your Placement Project Module (30 credits); This is a 

great piece of work for you to really investigate an area of interest within your 

placement hotel, what is happening that really intrigues you, is it something perhaps 

you might want to improve if you had the opportunity? Are there developments 

needed? Or are there great examples of good professional practice and innovative 

thinking that have really inspired you to want to learn more.  

Having gained experience of working within the industry that is central to your 

programme of study this level will also see you develop your academic strengths and 

be able to improve on and display what you have learned through your two previous 

levels.  

Within your Contemporary Themes module (20 credits), you will not only investigate 

a contemporary topic of your choice, but also write this up within a report which is 

suitable to be presented at our student led conference, and then present at that 

conference. The audience is not only for your peers and university colleagues and 

staff to attend but also where key professionals also are invited so that you can display 

your knowledge, your interest in this ever-developing sector and your communication 

skills. 



Your International Meetings Management (20 credits) module will allow you to 

develop a plan for an international meeting, whether this is a conference, as event, a 

celebration such as a wedding or a cultural festival, how will you plan for this? What 

will the costings be, and who is your target audience, written in report format your 

assignment will explore the key stages of planning your event, and then you will 

present this to your module tutor and others via a dynamic and powerful PowerPoint 

presentation, when you will be able to display your skills as an effective, persuasive, 

and knowledgeable communicator who understands their audience.  

Within Organisational Consultancy (20 credits), you will choose a hotel, restaurant 

or other hospitality venue, you will investigate what currently are their strengths and 

weaknesses what opportunities are there for them and what are the threats, you will 

write a consultancy report and learn about how you would work within the role as a 

consultant, analysing the venue, what strategies could you use, what are the soft skills 

needed to manage staff and the consultancy effectively, and how can you deliver 

effective change.  

 

At level 6 you are working to achieve the best grades that you can as they contribute 

towards the classification of your degree, as the tutor team we are here to support you 

within this final stage, and to encourage you to fulfil your potential. I am also available 

to meet with you to consider your possible progression onto our MBA programme and 

would be more than happy to discuss this with you, and all tutors at level 6 are 

available to give advice on CV writing and your transition into Hotel & Hospitality 

Industry. 

I wish for you great success at level 6, this is your chance to consolidate your 

placement experience and academic knowledge culminating in the award of your 

degree, which is proof of your learning and achievement, providing a gateway to better 

opportunities for your future. 

 

 

Robyn Griffiths MBA 

Level 6 Lead 

Programme Manager (online) BA Hons modules & IHM MBA. 

 



Module Delivery Plan 

The tables below indicate the typical delivery schedules for the programme for each pattern of attendance.  The team reserves the right to re-
organise the delivery of modules per semester, in accordance with resource availability and student requests (which will be accommodated 
where feasible). 

 

Full-time study 

 
Module Code 

 
Module Title 

 
Module type 

 
Credits 

September 

starters 

January 

starters 

April 

starters 

Year 1 Level 6 Term 1  Sept to Dec Jan to Apr Apr to July 

 BMIH6007 International Meetings Management for the Hotel Industry Compulsory 20 CM CM CM 

 BMIH6005 Organisational Consultancy Compulsory 20 CM CM CM 

Year 1 Level 6 Term 2  Jan to Apr Apr to July Sept to Dec 

 BMIH6002 Managing Food and Beverage Operations Compulsory 10 CM CM CM 

 BMIH6003 Managing Guest Service Operations Compulsory 10 CM CM CM 

 BMIH6004 Managing Hotel Administration Compulsory 10 CM CM CM 

 BMIH6006 Hotel Placement Research Report (introduction) Compulsory 10 CM CM CM 

Year 1 Level 6 Term 3  Apr to Jul Sept to Dec Jan to April 

 BMIH6001 Contemporary Themes in the Hotel and Hospitality sector Compulsory 20 CM CM CM 

 BMIH6006 Hotel Placement Research Report  Compulsory 20 CM CM CM 

 

 

 

 

CM = Compulsory Modules



Level 6 Modules



BMIH6001 – Contemporary Themes in the 
Hospitality Sector 

AIM(S) 

• To investigate in depth the contemporary issues affecting the global hospitality 
industry in practice with a strong focus on sustainability issues. The module will 
through theoretical study, practical research investigation and an International 
Conference consider in detail practical applications of hotel, hospitality and tourism 
management activities within a dimension which should underpin the theoretical 
concepts highlighted within the programmes. 
 

• To consolidate the students’ understanding of a range of professional hotel, 
hospitality and tourism operations through participation in field studies and planning, 
organising and managing an International Conference. This will give practical 
experience of both operational, management and policy issues within a specific 
international, national or regional location and allow them to professionally present 
their research findings. 

 
LEARNING OUTCOMES 

 
Upon the successful completion of this module, the student should be able to: 

• Systematically evaluate and analyse contemporary issues within a specific area of 
the hotel industry, which may include exploring current contemporary issues and 
organising and managing an International Hospitality Conference focusing on topical 
issues affecting the industry. 

• Systematically analyse a range of sociological, political, economic, ethics and cultural 
theories and their application within a hospitality destination and in turn evaluate 
future policy and management options for such operations in order to present a 
related academic conference paper. 

 
ASSESSMENT 

 
Assessment Component 1 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 
Mode of assessment Volume Weighting 

Research paper - content will be delivered at 
conference 

2500 words 50% 

 
Assessment Component 2 
(Tick one) 

☐ Written exam ☐ Coursework ☒ Practical 

 
Mode of assessment Volume Weighting 

Conference presentation 15 minutes  50% 

 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 50% 

Practical 50% 

TOTAL 100% 

  



BMIH6002 – Managing Food and Beverage 
Operations 

 
AIM(S) 

• To provide students with knowledge and insights necessary to manage Food and 
Beverage Operations effectively within food service and production areas – and to 
develop a range of management issues studied during level 4 and 5 

• To develop individual core service competencies and key skills required to meet 
required food and beverage service standards focusing upon task management, self-
management, problem solving and communication 

 

LEARNING OUTCOMES 

Upon the successful completion of this module, the student should be able to: 

• Undertake efficiently and shadow a supervisory position in Food and Beverage 
Operations and critically appreciate the importance of work-based keys skills; 

• Systematically analyse management performance within the workplace environment 
and knowledgeably discuss issues relating to Food and Beverage Operations; 

• Systematically examine and understand performance criteria and technical 
knowledge necessary to meet hotel food and beverage F&B guest service standards. 

ASSESSMENT 
 
Assessment Component 1 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 
Mode of assessment Volume Weighting 

Learning Log 1250 words 50% 

 
Assessment Component 2 
(Tick one) 

☐ Written exam ☐ Coursework ☒ Practical 

 
Mode of assessment Volume Weighting 

Hotel Manager’s Assessment 
Report on Practical Activities 

Practical tasks undertaken on placement 50% 

 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 50% 

Practical 50% 

TOTAL 100% 

 

 
 
 



BMIH6003 – Managing Guest Service Operations 

 
AIM(S) 
 

• To provide students with knowledge and supervisory insights necessary to manage 
Guest Service Operations effectively within Reception/Front Office, Housekeeping, 
Leisure Club and Meetings/Events -   and to introduce to a range of management 
issues studied during level 4 and 5. 

• To develop individual guest service competencies and key skills necessary to work 
effectively within Reception/Front Office, Housekeeping, Leisure Club and 
Meetings/Events departments, focusing upon self-management, problem solving, 
communication and teamwork. 

 
LEARNING OUTCOMES 
 
Upon the successful completion of this module, the student should be able to: 

• Undertake efficiently and shadow a supervisory position within Guest Service 
Operations which covers Reception/Front Office, Housekeeping, Meetings and 
Events, Leisure Club and critically appreciate the importance of work-based keys 
skills; 

• Systematically analyse management performance within the workplace environment 
and knowledgeably discuss issues relating to Reception/Front Office, Housekeeping, 
Meetings/Events and the Leisure Club; 

• Systematically examine and understand issues such as resource allocation, 
marketing, management styles, culture, health and safety and organisational / 
industry issues which impact upon guest service operations - and which influence the 
guest service experience. 

ASSESSMENT 
 
Assessment Component 1 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 
Mode of assessment Volume Weighting 

Learning Log 1250 words 50% 

 
Assessment Component 2 
(Tick one) 
☐ Written exam ☐ Coursework ☒ Practical 

 
Mode of assessment Volume Weighting 

Hotel Manager’s Assessment 
Report on Practical Activities 

Practical tasks undertaken on placement  50% 

 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 50% 

Practical 50% 

TOTAL 100% 

 



BMIH6004 – Managing Hotel Administration 

 

AIM(S) 

• To provide students with knowledge and insights necessary to manage administrative 
systems effectively within the following departments:  Sales, Human Resources, 
Finance, Revenue Management and Social Media/Communications. 

• To develop the student’s administrative and supervisory skills, focusing upon 
enhancing core competencies required for a future career within Hotel Management. 

 
LEARNING OUTCOMES 
 
Upon the successful completion of this module, the student should be able to: 

• Undertake efficiently a shadow supervisory position within Hotel Back Office and 
Administration Operations and critically appreciate the importance of work based key 
skills; 

• Systematically analyse management performance within the workplace environment 
and knowledgeably discuss issues relating to Hotel Administration; 

• Systematically examine and understand issues such as resource allocation, 
marketing, management styles, workplace culture, health and safety, software 
systems, training, changing nature of consumer needs. 

 
ASSESSMENT 

 
Assessment Component 1 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 
Mode of assessment Volume Weighting 

Learning Log 1250 words 50% 

 
 
Assessment Component 2 
(Tick one) 

☐ Written exam ☐ Coursework ☒ Practical 

 
Mode of assessment Volume Weighting 

Hotel Manager’s Assessment 
Report on Practical Activities 

Practical tasks undertaken on placement 50% 

 
 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 50% 

Practical 50% 

TOTAL 100% 

 

 



BMIH6005 – Organisational Consultancy 

 
AIM(S) 
 

• To combine the processes of consultancy and project management with the effective 
management of change and encourage students to develop a reflective, active, 
positive approach 

• To demonstrate their growing professional competence in strategic awareness, 
business orientation and a concern with adding value through initiating and managing 
change.  Such skills promote a deeper understanding of the real world of work and 
the demands of employers for individuals who are innovative and creative in their 
undertakings. 

 
LEARNING OUTCOMES 
 
Upon the successful completion of this module, the student should be able to: 

• Identify with the role of a management consultant and initiate and carry out a project 
that is of strategic relevance to an organisation; 

• Undertake a systematic analysis of data and produce a report that critically evaluates 
arguments and assumptions, draws realistic and appropriate conclusions and makes 
sound and informed judgements to achieve a solution(s). 

 
ASSESSMENT 

 
Assessment Component 1 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 
Mode of assessment Volume Weighting 

Consultancy report  6000 words 100% 

 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 100% 

Practical 0% 

TOTAL 100% 

 
  



BMIH6006 – Hotel Placement Report 

 
AIM(S) 
 

• The  research report will enable the student to produce a substantial body of work 
which has been instigated, developed and produced as a consequence of their own 
initiative and will allow an opportunity for independent research. The topic will arise 
from individual interest from the professional placement period and will require the 
student to undertake an independent research investigation. In this context it will also 
aim to allow the student to apply a range of analytical skills and techniques and to 
develop research-based skills by undertaking structured and methodical research.   

 
LEARNING OUTCOMES 
 
Upon the successful completion of this module, the student should be able to: 
 

• Appraise critically the literature pertaining to their research topic. 

• Evaluate, select and apply relevant research techniques in both primary and 
secondary fields and analyse rigorously the evidence gathered. 

• Generate and justify appropriate conclusions based on the previous analyses, 
demonstrating awareness of the limitations of the research. 

• Produce an organised and structured document that adheres to academic convention. 
 
 
ASSESSMENT 

 
Assessment Component 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 
Mode of assessment Volume Weighting 

 Research report 7500 words 100% 

 
 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 100% 

Practical 0% 

TOTAL 100% 

 

 

 

 

 

 



BMIH6007– International Meetings Management for 
the Hotel Industry 

 
AIM(S) 

• To develop critical perspectives on policy and planning for international events, 
conferences, convention centres and major international exhibitions. The module 
examines the nature and purpose of strategic and operational decision making within 
an international events context, with a particular focus on the concept of the feasibility 
study. Students will scrutinise the key trends and forces affecting international events 
management practice.  

 
LEARNING OUTCOMES 

Upon the successful completion of this module, the student should be able to: 

• Demonstrate a systematic understanding, including acquisition of coherent and 
detailed knowledge of the international meetings and events environment to critically 
appraise policy and plans for large scale event projects and facilities 

• Apply the concept of the event/venue feasibility study to critically evaluate financial 
and operational capability of destinations and decision-makers 

 
ASSESSMENT 

1.  
Assessment Component 1 
(Tick one) 

☐ Written exam ☐ Coursework ☒ Practical 

 

 
Mode of assessment Volume Weighting 

Presentation 15 minutes  50% 

 
 
Assessment Component 2 
(Tick one) 

☐ Written exam ☒ Coursework ☐ Practical 

 

 
Mode of assessment Volume Weighting 

Report  2500 words 50% 

 
 
 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 50% 

Practical 50% 

TOTAL 100% 

 

 

 



Academic Conduct 

 

Harvard Referencing 

Under the UWTSD IHM Programme, we follow Harvard Referencing format. Within your 

Module Handbooks, the assessment criteria will provide you with clear guidelines for the 

number of references required for the specific assignment and this will vary across your 

different modules. The number of references is often correlated with the assignment word 

count. For example, if your assessment is a 2,000 word essay, you are expected to have a 

minimum of 20 references from a variety of sources. Your lecturer will outline the specific 

assessment requirements within your lectures.  

When it comes to referencing, there is plenty of conflicting or out-of-date advice and software 

available. We have created the Referencing Handbooks in collaboration with the Academic 

Office and academic staff across the University to give you consistent guidance and support.  

For guidance on how to reference correctly, please use the Harvard Referencing Guide linked 

here:  Harvard-eng_v.1.2.pdf (uwtsd.ac.uk) 

Word Count 

Purpose of word count limit 

 

The purpose of a word limit is to give all students, across the University, a clear indication of 

the maximum length of a piece of assessed written work, the amount of work expected and 

therefore how much detail they should go into and how they should allocate time to one piece 

of assessed work in relation to others. Writing to set word limits is a skill required within some 

professions, as well as an academic skill. Word limits are set appropriate to the assessment 

outcomes. 

 

Setting a word count limit 

 

The policy is that the coursework instructions for all levels within the module handbook will 

clearly state a maximum word count beyond which nothing will be marked. Coursework is 

classed as a written assignment, essay, portfolio or report. This maximum will include any 

margin for tolerance which has been set (i.e. a word count with +10% tolerances), if your 

module guide does not state that 10% tolerance will be given then it does not exist for that 

module. 

 

If an executive summary or abstract is required then a separate word count for this should be 

specified. What is included in the word count? Word count includes everything in the main 

body of the text (including headings, tables, citations, quotes, lists, etc). The list of references, 

appendices and footnotes are NOT included in the word count unless it is clearly stated in the 

coursework instructions that the module is an exception to this rule. UWTSD uses the standard 

Harvard referencing systems however the module handbooks will detail if other referencing 

systems can be used. 

 

 

 

 

https://uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/library-and-learning-resources/infoskills/Harvard-eng_v.1.2.pdf


Appendices 

 

Appendices should be kept to a minimum and only contain reference materials illustrating and 

supporting arguments fully made in the main body of the work. Any other materials included 

in appendices, except where specifically requested in the coursework instructions, will not be 

marked.  

 

Interpretation of the word count policy for students and staff Penalty for exceeding the 

word limit  

 

There are regulatory/mandatory penalty for exceeding the word count but students in Chapter 

7 of the University’s Academic Quality Handbook.  Students should be made aware if the 

marker will not include any work after the maximum word limit has been reached within the 

allocation of marks.  

 

Students may therefore be penalised for a failure to be concise and for failing to conclude their 

work within the word limit specified. Likewise, a failure to meet the maximum word limit may 

result in lower marks based on the quality of the work because they may not have included 

the necessary information required for the assessment and met the stated learning outcomes.  

 

The word count needs to be clearly and correctly stated on the title page of the assignment. 

Incorrectly understating the word count constitutes an assessment offence and may result in 

further action. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Assessment Writing Guidelines 

 

Reflective Writing 

For Learning Log (student journal) Completion 

 

Reflective Practice has 3 basic components (ERA). 

Experiences – things that happen to a person, the doing or feeling of something. 

Reflective Process – this enables the person to learn from those experiences, they are 

stages of thoughtful activity that allow conscious exploration of an experience. 

Action – what is the person going to do next time. 

Reflection involves behaviours such as feeling and thinking about thoughts and 

experiences and will help identify issues and develop new understanding / insight. 

Reflective learning – implies a sense of ‘open exploration’.  

Reflective thinking – a purpose either consciously or subconsciously. 

Reflective writing – mode of reflective thinking, expression, and representation, and is a 

stimulus for further thinking. 

Reflective action – informs and is informed by the other processes, in-action. 

To reflect properly, individuals need to create time from their busy personal and 

professional life and think about and evaluate their actions. We need to ask ourselves 

reflective questions. 

Models of Reflection 

Models help you to engage in the process of reflection. There is no right one. It is 

important you choose the framework that feels most comfortable for you and best 

assists you in learning from your experiences, as discussed within business skills.  

Within business skills for the Hospitality Industry the most appropriate methods for 

reflection within the work that you complete within journals for example is discussed. But 

it is important that you understand some of the models of reflection that have been created 

over the years. The process of reflective writing leads to more than just a gain in your 

knowledge, it should also challenge how you make sense of that knowledge. When you 

reflect on a situation you do not simply see more, you see differently.  This different way 

of viewing a situation is reflected in statements about a commitment to action. Action is 

the final stage of reflection   (Cress et al, 2013). 

 



KOLB’s Learning Cycle 1984 

For learning to be effective, KOLB (1984) proposed that learners must pass through four 

distinct stages. And suggested that experience alone does not provide a sufficient learning 

experience in many situations. He said that there are many examples where experience alone 

is not sufficient for meeting particular learning goals.   

In such situations, it seems to work better if the raw experience is packaged together with 

facilitated exercises, which involve thinking, discussing, or creatively processing cognitions 

and emotions related to the raw experience. 

Gibbs 

Graham Gibbs created a reflective model in 1988 which was developed from KOLB. Gibbs 

added additional steps so that individuals could reflect on the event more accurately. 

Description:  what happened? 

Feelings:  what were your feelings? 

Evaluation:  what was good and bad about the experience? 

Analysis:  what can you learn from the event? 

Conclusion: what could you have done differently or in addition? 

Action plan: if it happens again what would you do? 

1st Something must occur, an event, often referred to as critical incident. What happened?  

2nd The feelings that this event produced are acknowledged. These include negative as 

well as positive feelings. 

3rd The feelings are then analysed and the outcome, in terms of your feelings, evaluated. 

4th – Need to make sense of the situation - why did this occur? 

5th – What else could have been done to alter the outcome of the situation? 

Circumstances of the event are considered, and any alternative courses of action 

explored. 

6th - Consideration of possible future actions if a similar event occurred is examined. 

Gibbs’ cycle allows for self-development and exploration of alternative ways of thinking 

and behaving in the future, should a similar event occur 

Schön  

Donald Schön’s analysis of reflection has influenced training and development, in many 

professions. Realising that reflection after an event was important, but also developing a 

theory that individuals reflect during the event. ‘Reflection in action’ 

Reflection in action – This is reflecting as you go (immediately), where you reflect on your 

actions during an event.... This isn't going well, what can I do now to improve things? Or this 



is going well; how can I maintain the momentum? Making informed decisions based on 

spontaneous, split-second reflections.  

Reflection on action – You recall incidents after the event has passed, thinking in depth on 

how    you can improve your practice. You may think over something spontaneously while 

travelling or resting or you may put specific time aside and formally structure your reflections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Writing an Academic Essay 

Taking the time to properly plan an essay can lead to higher grades, and we as tutors who will 
be reading and marking your work welcome a logical structure that clearly demonstrates your 
understanding of the subject. However, knowing where to begin and how to go about 
completing the assignment is not always easy - especially if you've not had to write at 
undergraduate level before and are still adjusting to university life. Mastering how to write an 
essay early on will help you prepare for writing your dissertation in your final year. 

Firstly, remember Within an academic essay you must separate out the content of your writing 
using paragraphs only.  

There must be NO contents list, illustrations, graphs, maps, photographs or similar, all 
that is required are words. The words are written in paragraphs and so there must be NO 
bullet points or numbers used to list content. Remember you need to be displaying your 
understanding of the subject and so writing in your own words to be able to show this. 

Before you start writing make sure that you have chosen the correct font and size for your 
essay so either  

Calibri  

Arial 

Times New Roman 

size 10 or 12.   

Also, as paragraphs will be used to separate out your content, these must not be indented but 
set to the left-hand side of the page and justified on the page so that your layout looks neat. 

 

References …. How many? 

Please confirm with your tutor the number of references that are required to support your piece 
of work, for example if the word count for an essay has been set at 1500, plus or minus 10% 
so you could go as low as 1350 or as high as 1650, but nothing more either way. You will 
lose marks by being under or over the minimum and maximum guidance. It is essential that 
you know what is required of you, don’t assume! 

 

What is an in-text citation? 

These are used when referring to a source of information within the text of your assignment to 
show where it came from. Please refer to the Harvard referencing guide for further information 
about this, and what you have been taught within your business skills module. 

 

What is the Passive voice? 

You will sometimes need to use the passive voice in academic writing. For example, 
you should not use 'I' in an essay or report. You will be unable to say, “I have chosen 
to write this essay” rather you should write “This essay has been written to describe 
the guest services experience offered by a chosen hotel group”. 
 
Where you need to use the active voice however e.g. 'The Hilton Group has introduced 
new measures....'. this is permissible. 

 

You do not ask questions in essays, this is not a discussion piece, so do not write something 
like “So, how does Hilton adapt to culture”? … 

you would write something more like  

https://www.prospects.ac.uk/applying-for-university/university-life
https://www.prospects.ac.uk/applying-for-university/university-life/how-to-write-a-dissertation


“Hilton has adapted to cultural diversity by…… remember if you ask a question of the 
reader, they expect to be able to answer it, but they can’t from simply reading what you have 
written! 

 

Reference List (not included within the word count) 

Refer to the Harvard Referencing guide on the Moodle page, and make sure that you have 
used credible sources. 

Sources such as Essays UK, Essay Online etc are not considered credible, and can 
bring doubt on your work as they also offer essay writing service so be careful.  

Credible sources are going to be industry specific websites, those of perhaps chosen hotels 
(as in their own website), some review sites, industry journals, textbooks, Media sources. 

What is plagiarism? 

Accurate referencing also means you avoid plagiarism, which is passing off someone else’s 
work as your own.  

The University’s full definition of plagiarism can be found on the University website. 

Plagiarism can be deliberate or accidental; without accurate referencing, it is possible to 
accidentally plagiarise someone else’s work. Therefore, understanding when and how to 
reference will help you to easily avoid this. 

 
Please remember to discuss with your tutor, what is an acceptable similarity for the piece of 
work that you are completing, there is no specific cut off point, as this very much relates to the 
piece of work that you have been set as an assignment.  You will be provided with a similarity 
check link via Turnitin, and this will 

Adopt a strategy 

Planning your essay makes the writing process quicker and easier. You'll be able to focus on 
expressing your ideas while remaining within the word count, rather than having to organise 
your thoughts as you write, which often leads to waffling. Many successful essay writers plan 
consciously and deliberately, and commit to extensive notes, lists or mind maps. Some - those 
who work less consciously - may have a very sketchy plan. Others, however, will have no firm 
plan at all and begin by writing a draft. They then do their planning in reverse by altering the 
order of ideas, adding examples and expanding on their original draft. 

Address the topic 

First and foremost, you must fully understand what you're being asked and in how much depth 
you're required to answer the question. Please seek guidance form your tutor who devised the 
essay to understand what precisely is being asked and the complexity of the response 
expected from you. Breaking up the title is the first step to analysing exactly what you should 
be exploring in the essay. For example, the question, 'Compare and contrast the management 
styles of two International hotel Chains’ can be classified like this: 

• instruction (i.e. compare and contrast) 
• topic (i.e. the international hotels) 
• focus (i.e. two international hotel chains James Bond films) 
• further information (i.e. from the 1960s and 2000s). 

Place the question and these individual components in the context of your subject's key issues, 
then create a list, diagram or mind map collating your ideas and thoughts on the essay topic. 
Ask yourself: 



• What is significant about the question and its topic? 
• What existing knowledge do you have that will help you answer this question? 
• What do you need to find out? 
• How are you going to successfully address this question? 
• What logical sequence will your ideas appear in? 

Gather resources 

With so much information available, it's vital that you only look for directly relevant material 
when researching. Decide where the gaps in your knowledge and understanding are and 
identify the areas where you need more supporting evidence. Make a list of keywords that 
describe the topic and use them to search with.' 

Useful resources include: 

• course material 
• lecture notes 
• library books 
• journal articles 
• websites. 

Once you've done your research, create another mind map. Carefully note the key theories, 
information and quotes that will help you to answer all components of the question. Consider 
grouping these into three or four main themes, including only the most significant points. You 
must be ruthless and exclude ideas that don't fit in seamlessly with your essay's focus. 

Create an essay plan 

When you have a good idea of what points you're going to address in your discussion, and a 
rough idea of the order in which these will appear, you're ready to start planning. There are 
two main ways to do this: 

• Linear plans are useful for essays requiring a rigid structure. They provide a 
chronological breakdown of the key points you're going to address. This means that, 
when writing your essay, you can progress through these points. 

• Tabular plans are best for comparative assignments. You'll be able to better visualise 
how the points you're contrasting differ across several aspects. This should hopefully 
give you a clearer picture of how your discussion will progress. 

Scrutinise the notes that you've already made - including those from your evaluation of 
relevant materials from your literature search - and ensure that they're placed into a logical 
order. 

The key themes that you've identified should begin to form into clear sections, while the 
individual points within these sections should also develop a structure. Aim for a clear, 
objective and logical presentation of material. 

Tackle the introduction and conclusion 

If you're unsure what shape your argument may take, you're best to leave both your 
introduction and conclusion until last. 

Plans should have the flexibility to change as your work develops but remember to ensure that 
any adjustments are consistent across the essay; you can note new ideas in a separate 
document before incorporating them giving you thinking space to judge whether they're 
relevant. 



The success of a plan is not whether you stick to it rigidly, but how well it helps you to generate, 
sort and group your ideas to make the writing process more efficient and your structure more 
coherent. Deviating from your plan is natural, as your ideas will refine as you work out what 
you really think. 

Evaluate what you've written 

Once you've written your first draft, leave it aside for a couple of days if possible. When you 
return, edit its ideas and how you've organised your thoughts if you need to. While rereading 
the draft, you should ask yourself: 

• Is my idea or argument clear? 
• Have your organised your proof in a logical and easy-to-follow way? 
• Should you add more examples to prove your case? 
• Do you need to make your argument more cohesive? 
• Have you summed up appropriately? 

Once you've completed your second edit, you should proofread it for any spelling or grammar 
errors, check your citations and references, and ensure that you've not inadvertently 
plagiarised. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Writing an Academic Report 

Although you may not realise it, writing an academic report is different than writing an 

academic essay. In an essay, you can provide your thoughts and opinions about a topic or 

statement. In an academic report, you should provide a description or analysis of a set of 

actions you took to research a specific question or phenomenon. 

Academic reports are used to present and discuss the results of an experiment, survey, or 

other research method. These reports often require a specific layout and the inclusion of a 

certain set of sections. Below, we describe the most often-used sections in an academic report 

in the order in which they generally appear. Before we begin, note that when writing an 

academic report, you must always follow the guidelines for formal academic writing, including 

citing trustworthy sources and using correct grammar, spelling, and punctuation. 

The sections that are usually included in an academic report are as follows: 

1. Introduction 

2. Background 

3. Methods 

4. Results 

5. Discussion 

6. Conclusion 

Introduction 

In the introduction to your academic report, you present the research topic or question and 

explain why you chose to study that topic. You may also present a general overview of the 

work you did and your findings, expanding on these points further in the main body of the text. 

At the end of the introduction, you may want to present a brief summary of the way in which 

the rest of the report is organised. 

Background 

In this section, you will briefly summarise work on this topic that other researchers have 

conducted, including their findings. And provide any background information on the topic that 

your readers should have before you present your own work. Remember that your reader is 

interested in your work, not the work of others. It isn’t necessary to go into excessive detail 



regarding other studies, especially if they aren’t relevant to your work. Focus on summarising 

work that relates in some way to the work you have performed. 

Methods 

The methods section is where you describe the steps you took in writing this report. For 

example, you can describe the methodology you used to build your report, did you speak with 

individuals, did you review websites and journals- where did you get your information from. 

Make sure to describe all your steps in detail using the past tense (since you’re describing 

something that already happened, not something that will happen). 

Results 

In this section, you will describe the results of your investigation what you have learned. For 

example, you will provide information such as survey participants’ answers, what the journals 

are saying, what industry information have you found- what is it telling you, and any statistical 

analysis results. You may find it helpful to use figures and tables to present these results in 

an easy-to-read format. However, note that if you present data in a table or figure, it is not 

necessary to also provide all the same data in the text. If you use tables or figures, only discuss 

particularly important findings in the text. This is where your report will differ from an essay 

you may have written previously, you can use tables or maps or graphs of photographs that 

support your content. Remember also to cite these sources and enter them into your reference 

list. 

Discussion 

In this section, you will discuss the implications of your findings, explaining them and relating 

them to the previous research presented in your background section. You will interpret your 

findings and describe how these findings answer (or don’t answer) your topic within your 

report, could you find enough information, were you able to find the information your needed 

or is the topic of your report, something that is very current and will provide information for 

future writers? You should also describe any limitations of your work, such as sample size or 

missing data, and discuss how you could resolve those issues in future work. 

Conclusion 

The conclusion is where you summarise your main work and findings as well as the 

implications of your work. You should not introduce any new material in this section. You 



should also provide recommendations based on your findings and discuss any future 

developments needed. 

Writing an academic report doesn’t have to be stressful and intimidating. Using the information 

above, you can finish your report and answer your assignment question, when in doubt speak 

with your tutor, request a one to one maybe but make sure you understand what is being 

asked of you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to write your Consultancy report 

A consulting report is usually prepared by an expert for a client or company that doesn’t 

have the time or knowledge to do the necessary research and write up a report. Preparing 

reports is usually part of a consultant’s job description.  

Here is what should be included within your submitted work: 

1. Create a title page and include: 

Name of report – your consultancy report title 

Your name 

Name of your company – what is your consultancy firm called? 

Name of client 

Date report delivered to client 

Include the date of submission 

Choose the colour scheme, icons, font, and images that you use in your consulting report 
cover page carefully. They should give readers a rock-solid idea of what they’re about to 
read. When in doubt: keep your design as simple as possible. 

Use clean, conservative fonts: Sans Serif fonts such as Times New Roman, Arial, Calibri. 
Avoid handwritten or calligraphy-style fonts. Or any fonts that are hard to read. Brand your 
cover page template by using the client’s logo, brand colours and font. Optional: use 
photos to set the tone for the report’s content. Here are two types: 

1. A photo that represents the industry 
2. A metaphorical photo, like plants to represent growth 

Your font, images and text should all work together in design harmony. The best way to 
avoid sending mixed messages. Yes, again: a consulting report template. 

For example, the colour scheme, image, and fonts in the above cover page template are 
strictly professional and muted. 
In contrast, the below cover page template uses a bold image and colour to say “futuristic” 
and “innovative.” 

2. Make a table of contents 

Complete this section after you finish the rest of your report. List each part of the 
report and the page number it’s on 

3. Write an executive summary 

Write this section after you finish the rest of your report, sum up the issues, analysis and 

solutions included in the report. An executive summary is a short description of the contents 

of a report. It goes before the introduction in a typical report. It shouldn’t include high-level 

information but instead facts and figures from your findings, plus any recommendations. 

 



Pro Tip: Decision makers may only read the executive summary of a consulting report (and 
skim the rest). Spend the most time on this section. 

Here’s a test to make sure you’re on the right track: show the executive summary to someone 
not involved in the project. Do they feel like they get an overview of the report and don’t have 
to read further to understand it? If they feel confused or like they’re missing information, you 
need to tweak your copy. 
 

Your executive summary should include: 

The problem or issue at stake 

Your findings (including facts and figures) 

Your analysis of these findings 

Your recommendations to the client 

Conclusion 

Here are some tips to write an effective executive summary: 

Keep it to two pages maximum for long reports 

Keep it to a paragraph for reports that are three to four pages total 

Use subheadings and bullet points to break up the text 

Use a chart or graph to highlight your main finding or recommendation 

4. Write an introduction that includes: 

Purpose of report, Problems/issues to be addressed, Methods to be used to 
analyse the problem/issue 

5. Include analysis of the issues 

List the issues, describe, and analyse each one. Analysis should include statistics 
and data (cite your sources) 

6. Include recommendations 

List your recommendations as bullet points to keep them short and to the point. 

7. Write a conclusion 

Summarise all your findings and recommendations from the report 

8. Add an appendix (optional) 

Include any supporting documentation like references, bibliography, photographs 
etc. Basically, anything that supports your recommendations. 

 



Resources and Further Information 

Your lecturers will be able to answer any thing you want to know about the modules they teach 

but if you have any questions while studying the course, you can email 

hotelmanagement@uwtsd.ac.uk We will aim to respond within 2 working days.  

Below is some of the information that is useful to know: 

What do I need to do before term starts? 

Getting your equipment 

There are a few things that you need to set up before term begins. To start, you will need a 

laptop or PC to access your classes. You will need to be able to access documents, share 

your screen and present and be able to write your presentations. These are all things that are 

not possible or very, very difficult on a phone. The University offers bursaries that can 

contribute to suitable devices or broadband, please see here for more information.  

Enrolling 

Once you are set up and ready, you will need to make sure you are enrolled on the course. 

Enrolling is very important: 

• it allows Student Finance to make payments 

• gives you access to a digital ID card 

• allows you to produce proof of student letters for banks, council tax and any other 

purpose you might need it for 

You can find a step by step guide here. If you have any questions about enrolling, please 

contact registry@uwtsd.ac.uk 

As you are on a BA course, you will need to enrol every year. 

Email 

You should use these details to log into your University email address, which you can access 

through https://outlook.office.com/mail/inbox  

You should check this email address regularly, at least 3 times a week, because this is where 

we will send all communication to you and it is your responsibility to make sure that you receive 

and understand what is sent.  

You should not use your personal email address when emailing anyone at the University. 

You can find guides for using Outlook 365, including email and calendars here. 

Teams 

Microsoft Teams will be where all of your online classes are held. You should download Teams 

onto your desktop for a better experience.  You will be added to a Teams tile for each of your 

classes, as well as one for your year group.  

 

 

mailto:hotelmanagement@uwtsd.ac.uk
https://www.bing.com/search?q=uwtsd+bursaries&cvid=d10f089fff7d4c4d939dd668c7cc396f&aqs=edge.0.0l3j69i64j69i60l2.6586j0j1&FORM=ANNTA9&PC=U531
https://mytsd.uwtsd.ac.uk/tsd_docs/enrolment/Student_Guide_Online_Enrolment_MOLE_V1.0.pdf
mailto:registry@uwtsd.ac.uk
https://outlook.office.com/mail/inbox
https://www.uwtsd.ac.uk/its/online-guides--training/microsoft-outlook--calendar-guides/
https://teams.microsoft.com/_


Moodle 

Moodle is your go to for all your course content. It will have resources and information on every 

week’s class. It is also where you go to submit your assignments. It is important that you log 

onto Moodle for each of your courses as soon as term starts, so that you know where to go 

before your assignment deadline. If you have any issues with Moodle, like your module isn’t 

showing, please email hotelmanagement@uwtsd.ac.uk straight away. 

Library 

For further guidance and support in using the library please use this link for resources and 

contact information. 

Our Libraries » Hub (uwtsd.ac.uk) 

To access the library directly, please click here: Library and Learning Resources | University 

of Wales Trinity Saint David (uwtsd.ac.uk) 

During term time 

Your attendance and engagement 

You should attend every class. You should have a private space to do this so that you can 

fully concentrate on the lesson. You should not be at work, driving or caring for children. You 

should be on your desktop or laptop device with video, speakers and a microphone.  

If your class clashes with a regular appointment like work or childcare, it may be possible to 

change group. Please email hotelmanagement@uwtsd.ac.uk as soon as possible if this is the 

case. Please note, it isn’t always possible to change group, and the more notice we get, the 

better.  

You should also participate. If the teacher notices that you are not engaged; for example, not 

answering when your name is called, then they may remove you from the class and you will 

be marked as absent.  

If you are not able to attend a class, you should let your tutor know as soon as possible. 

If you do not regularly attend, you are at risk of being withdrawn from the course. This decision 

will be final, and the Student Loan Company will be informed and this may have an impact on 

payments from them.  

Assignments 

You will have several opportunities throughout the term to demonstrate what you have learnt. 

You will be given information on how to submit through Turnitin on Moodle by your tutors at 

the beginning of term. Please make sure you submit your work, if you do not submit you cannot 

pass the course, and you risk being withdrawn due to lack of engagement.  

If you cannot submit by the deadline date, you can still submit your work up to 7 days later 

and have it marked, but the mark will be capped at 40%.  

If there are exceptional circumstances that affect your ability to do the assignment, which can 

be evidenced (like a hospitalisation, family bereavement or other unforeseen emergencies) 

then you can apply for Extenuating Circumstances which is reviewed by the Academic Office. 

mailto:hotelmanagement@uwtsd.ac.uk
https://hwb.uwtsd.ac.uk/pages/student/our_libraries
https://www.uwtsd.ac.uk/library/
https://www.uwtsd.ac.uk/library/
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You can apply for Extenuating Circumstances through mytsd.uwtsd.ac.uk, please see the 

guidance here: MyTSD_Form_Extenuating_Circumstances_STU_Guide_1.0.pdf 

(uwtsd.ac.uk) 

If you need help in with gathering evidence, you can contact the Students’ Union for guidance 

https://www.uwtsdunion.co.uk/extenuating-circumstances 
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Institute of Hospitality Membership 

 

 

 



 

Appendices 

Academic Quality Handbook: Academic Quality Handbook | UWTSD 

Student Code of Conduct: code of conduct 2021 (uwtsd.ac.uk) 

Academic Misconduct: Microsoft Word - UWTSD Academic Misconduct Policy 2020-21 

Plagiarism Detection Services: Plagiarism-Detection-Service.pdf (uwtsd.ac.uk) 

 

https://www.uwtsd.ac.uk/academic-office/academic-quality-handbook/
https://www.uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/academic-office/misc-forms/UWTSD-Student-Code-of-conduct-2021.pdf
https://www.uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/academic-office/misc-forms/Academic-Misconduct-Policy-2020-21.pdf
https://www.uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/registry/Plagiarism-Detection-Service.pdf

