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Highfield Level 3 End-point Assessment for 
Hospitality Supervisor (Front Office Supervisor pathway) 

Competency Framework Record 
 

Apprentice:  

Apprentice’s Date of Birth:  

Employer / site:  

Date completed:  

Completed by (full name):  

Relationship to apprentice:  

 
The document is to be used to record evidence that you have witnessed of the apprentice working within their normal role and their skills, 
knowledge, and behaviours demonstrated.  These should be documented in the appropriate sections below and provide detail of how the 
criteria were demonstrated, using specific examples from the apprentice’s performance, and confirm if competency was fully met in your 
opinion, by confirming Yes or No in the relevant box. 
 
If the End Point Assessor deems the evidence provided as sufficient, the apprentice will be taken forward to the question and answer 
assessment, where the appropriate grade will be awarded based on the assessment and the evidence provided. 
 
Please ensure all of the information is fully completed to show, name, relationship to apprentice and dates, and the document signed at the 
foot of the document. 
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Practical Observation Assessment Criteria 

Business 

Ref Assessment Criteria (Pass) Comments / justification 
Competence 

demonstrated 

BU8 
Ensure all actions are in line with 
business/brand standard 

  

BU9 

Ensure all activities comply with legal 
requirements, industry regulations, social 
responsibility, professional codes and 
organisational policies/standards 

  

BU10 
Monitor the team during activities to ensure 
correct performance levels are achieved 
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Ref Assessment Criteria (Distinction) Comments / justification 
Competence 

demonstrated 

BU11 
Actively promote business/brand standard 
when briefing team members and 
monitoring service 

  

BU12 
Minimise potential disruption by pro-
actively addressing the activities and 
identifying and addressing issues in advance 
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People 

Ref Assessment Criteria (Pass) Comments / justification 
Competence 

demonstrated 

PE6 
Brief the team on required activities, setting 
realistic work objectives 

  

PE7 
Communicate effectively with team, 
customers and other 
departments/stakeholders  

  

Ref Assessment Criteria (Distinction) Comments / justification 
Competence 

demonstrated 

PE8 
Plan activities to maximise time and 
available resources 

  

PE9 
Ensure communications are efficient, 
understood and resultant actions 
undertaken at the appropriate time 
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Leadership 

Ref Assessment Criteria (Pass) Comments / justification 
Competence 

demonstrated 

TL3 
Provide leadership, supervision and support to 
the team and its members as required, leading 
by example to maximise performance 

  

Ref Assessment Criteria (Distinction) Comments / justification 
Competence 

demonstrated 

TL4 
Identify opportunities to ‘go the extra mile’ 
with either customers or in supporting team 
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Front Office Supervisor 

Ref Assessment Criteria (Pass) Comments / justification 
Competence 

demonstrated 

FO8 
Ensure systems are checked and 
documentation is prepared and ready for 
arrival/departure of customers 

  

FO9 
Check reservations/allocations are 
completed in line with business/brand 
standards 

  

FO10 

Process payments and record consumption 
and keep all records (manual or electronic) 
up to date and supplied to the correct 
person 

  

FO11 
Ensure required records/documentation are 
accurately completed in line with 
organisational procedures 
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Declaration 

I can confirm that this competency framework record is a true reflection of the apprentice’s abilities. I confirm that I am a competent person 

and work at a line management level that is above the learner’s current level. I can confirm that I have worked with the apprentice during their 

apprenticeship.  

 

Expert witness’s job 
role: 

 

Expert witness’s 
name: 

 

Expert witness’s 
signature: 

 Date:   
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If the expert witness is not from the employer, the employer must read the above competency framework and complete the following 

declaration.  

Employer Authentication 

I can confirm that the competency framework record above is an accurate statement of the apprentice’s competency. 

Name: 

Job role: 

Relationship to the 
apprentice: 

Signature: Date: 
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