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Professional Discussion - Guidance 
 

The professional discussion will be a structured discussion between the apprentice and the 

end-point assessor. The employer should be present, to support, but not lead the 

apprentice and to confirm information.  The professional discussion is the final assessment 

component and must take place after all other assessments have been completed. The 

professional discussion will need to take place in a suitable environment and should last for 

40 minutes. The discussion will be against the set criteria that is outlined in the following 

pages. There is also opportunity for any outstanding pass or distinction criteria, that were 

not demonstrated within the practical observation and business project, to be carried over 

for assessment in the professional discussion. It will be appropriately structured to draw out 

the best of the apprentice’s energy, enthusiasm, competence and excellence.   

The purpose of the professional discussion is to clarify any questions the end-point assessor 

has for specified standards: 

• confirm and validate judgements about the quality of work 

• explore aspects of the work, including how it was carried out, in more detail 

• discuss how the apprentice would behave in specific scenarios 

• ask questions in relation to personal development and reflection 

• provide a basis for the end-point assessor to make a decision about the grade to be 

awarded 

 

At gateway, the apprentice should submit a 1-page brief that covers the criteria stipulated in 

the ‘Introduction to the Hospitality Industry’ section later in this document.  

 

Structure of the professional discussion 

 

• Business project – 10 minutes available 

5 minutes is recommended for apprentices to provide a summary of their project, 

and 5 minutes for questions. The assessor should focus questions on any criteria that 

were not fully covered within the written project. This discussion contributes to the 

outcome of the business project only, not the professional discussion. 

• Hospitality industry brief – 5 minutes available 

The brief and subsequent discussion should enable the learner to meet the pass 

criteria in the ‘Introduction to the Hospitality Industry’ section of the standards 

• Core and specialist function – 25 minutes available 

This should provide the learner with the opportunity to meet the core and specialist 

function pass and distinction criteria outlined on the following pages. There is also an 

opportunity for any outstanding pass/distinction criteria that were not 
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demonstrated within the practical observation to be carried over for assessment 

within the professional discussion 

 

Before the assessment: 

Employers/training providers should: 

• plan the professional discussion to allow the apprentice the opportunity to 

demonstrate each of the required standards  

• ensure the apprentice knows the date, time and location of the assessment 

• ensure the apprentice knows which hospitality team member criteria will be 

assessed (outlined on the following pages) 

• encourage the apprentice to reflect on their experience and learning on-programme 

to understand what is required to meet the standard 

• be prepared to provide clarification to the apprentice, and signpost them to relevant 

parts of their on-programme experience as preparation for this assessment 

 

It is suggested that a mock assessment is carried out by the apprentice in advance of the 

end-point assessment with the training provider/employer giving feedback on any areas for 

improvement. 

 

Apprentices will be marked against the pass and distinction criteria included in the tables on 

the following pages. Apprentices meeting all pass criteria will be awarded a pass, and if all of 

the distinction criteria are also met, the result will be a distinction. 

 

If any pass criteria have been met in either the observation or business project, re-

assessment should not take place in the professional discussion. Distinction criteria must all 

be met as part of the professional discussion.  
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Professional Discussion – Mock Assessment 
 

It is the employer/training provider’s responsibility to prepare apprentices for their end-

point assessment, and Highfield recommends that they experience a mock professional 

discussion in preparation for the real thing. The most appropriate form of mock assessment 

will depend on the apprentice’s setting and the resources available at the time. In designing 

a mock assessment, the employer/training provider should consider the following elements 

in their planning: 

• a 40-minute time slot should be available for the complete professional discussion, if 

it is intended to be a complete mock assessment covering all relevant standards, 

however this time may be split up to allow for progressive learning  

• consider an audio recording of the mock, and to allow the mock to be observed by 

other apprentices, especially if it is not practicable for the employer/training 

provider to carry out a separate mock assessment with each apprentice 

• ensure that the apprentice’s performance is assessed by a competent 

trainer/assessor, and that feedback is shared with the apprentice, to complete the 

learning experience. The mock assessment document sheets later in this kit may be 

used for this purpose 

• structured ‘open’ questions should be used as part of the professional discussion 

that do not lead the candidate but allows them to express their knowledge in a calm 

and comfortable manner.  

 

A suggested structure for the discussion, including example questions, can be found below. 
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Professional Discussion – suggested structure  

Business Project – 10 mins 

Suggest 5 minutes for apprentice to summarise the project and 5 minutes for questions. 

Questions should focus around any pass or distinction criteria for the business project that 

have not been fully met.  

 

Discussion of hospitality industry brief – 5 mins 

The brief and subsequent discussion should enable the learner to meet the pass criteria in 

the ‘Introduction to the Hospitality Industry’ section of the standards (IN1-3) 

 

Core and specialist areas – 25 mins 

Customer 

How do you determine and meet customer needs in your day-to-day role? 

How do you use feedback from customers to improve your own customer service? 

Tell me about occasions where you have identified and suggested new 

techniques/products/services and improvements to departmental performance and 

procedures 

 

Business 

Tell me more about your organisation and its place in the market, including products and 

services offered, prices, unique selling points, promotions, marketing campaigns and main 

competitors. How do you keep up to date with industry or competitor trends? 

How do you help to increase sales and customer loyalty and minimise financial loss on a 

day-to-day basis? 

Tell me about how you use technology in your role? 

What actions do you take in your role to help your organisation to be more environmentally 

friendly? 

Tell me the process you went through to complete a task or solve problem and what the 

outcome was? How did you ensure your approach was methodical? 

How do you evaluate your own skills and performance and what actions do you take to 

improve performance? 
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People 

Tell me about how you work successfully with people from a range of cultures and 

backgrounds in your role. 

Tell me about how you work successfully within a team, including how you support other 

team members, facilitate good working relationships and act as a role model.  

 

First Line Supervision/Team Leading 

Tell me about actions you take in your role to support your supervisor’s work e.g. 

contributing to planning shifts or meetings, helping monitor standards, identifying 

development opportunities for self and others 

 

Reservations 

Tell me about the pricing policy of your organisation and how it ensures effective yield 

management 

Tell me about actions you take to support with planning events 

What procedures do you follow for processing personal and sensitive date in your role? 

Give an example of when you have identified and acted upon an opportunity to make a 

great guest experience 
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Professional Discussion Criteria 

Throughout the 40-minute professional discussion, the assessor will review the apprentice’s competence in all of the pass criteria 

outlined below as a minimum, therefore apprentices should prepare for the professional discussion by considering how the criteria can 

be met. The apprentice can only achieve a distinction by covering all of the distinction criteria, which are outlined in the distinction 

column. 

To pass, the following must be evidenced To gain a distinction 

Introduction to the Hospitality Industry (linking to briefing paper) 

IN1. The culture of the industry and why delivering a customer experience to meet and 
exceed customer’s expectations is so important to hospitality businesses  

IN2. Appreciate the importance of hospitality behaviours such as personal conduct, 
being adaptable, using initiative and communicating with a diverse range of 
people  

IN3. Know the range of businesses and establishments that make up the hospitality 
industry, their differences and similarities and the variety of job roles and 
progression opportunities that are available 

There are no distinction criteria for this 
component. 
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Indicative assessment criteria for pass To gain a distinction 

Customer 

CU16. Use own initiative and have confidence in determining customers’ needs 
CU17. Take feedback from customers seriously and actively improve own customer 

service in line with business/brand standards 

 

CU18. Looks for opportunities to influence 
improvements in departmental 
performance in line with new trends and 
developments 

CU19. Takes appropriate opportunities to 
recommend new 
techniques/procedures/products/services 

CU20. Evaluates procedures to seek 
improvement/modernisation 

 

Indicative assessment criteria for pass To gain a distinction 

Business 

BU17. Proactively support the reputation of the business and be aware of how it 
compares with its competitors  

BU18. Know the products/services that are offered by the business, their prices and 
special offers and how to match them to customers’ needs  

BU19. Know how the business aims to increase its market share and compete against 
its main competitors, for example its unique selling points, promotions and 
marketing campaigns  

BU20. Perform activities to positively promote business/brand standards and identify 
opportunities to increase sales and achieve customer loyalty 

BU21. Carefully handle payments, transactions, stock and packaging to minimise 
unnecessary financial loss  

BU22. Actively promote the unique selling points of the business and special offers 
available and promotions to customers  

BU27. Proactively keeps up to date with 
industry developments, trends and 
business objectives 

BU28. Approaches tasks/solves problems with 
a methodical, considered approach 
taking into account potential 
consequences of own actions 

BU29. Has a working knowledge of costs in the 
department and why their control is 
important to meet team and 
organisational needs 

BU30. Evaluates own performance and takes 
development opportunities to improve in 
own job role 
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Indicative assessment criteria for pass To gain a distinction 

Business 

BU23. Use technology appropriately, efficiently and responsibly in line with company 
policy in a way that supports customer service and ensure that faults and 
maintenance issues are reported promptly 

BU24. Take an interest in new technology developments that relate to own job role  
BU25. Demonstrate personal commitment to minimising the negative effect on the 

environment caused by work activities 
BU26. Fully participate in performance reviews and training and act on feedback 

relating to personal performance 
 

BU31. Evaluates own skills and performance, 
seeks feedback from others and 
proactively engages with performance 
reviews and development planning 

BU32. Considers factors that may affect 
performance and responds effectively in 
line with the job role 

  

Indicative assessment criteria for pass To gain a distinction 

People 

PE5. Understand how to work with people from a wide range of backgrounds and 
cultures 

 
 

PE6. Acts as a role model to other team 
members, providing support and guidance 
when required 

PE7. Encourages and facilitates good team and 
working relationships 

PE8. Demonstrates a high level of consideration 
for people’s opinions 

PE9. Sets an example to team members on 
efficient ways of working to organisational 
standards 
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Indicative assessment criteria for pass To gain a distinction 

First Line Supervision/Team Leading 

FL6. Contribute to meetings and planning shifts, support shift briefings and assist in 
the monitoring of standards to help ensure quality is maintained  

FL7. Demonstrate the ability and confidence to deputise for the line manager when 
necessary  

FL8. Takes responsibility for identifying possible 
development opportunities for self and team 
members 

 

 

Indicative assessment criteria for pass To gain a distinction 

Reservations 

R20. Know the pricing policy of the organisation and how this ensures effective yield 
management  

R21. Provide support as required with planning events, including showing customers 
available facilities and providing information on the typical procedure for 
running events 

R22. Actively seek opportunities to make a great guest experience 
R23. Understand procedures for processing personal and sensitive data in line with 

requirements 
 

There are no distinction criteria for this 
component. 
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