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An Introduction to your SVQ

SVQs (Scottish Vocational Qualifications) are qualifications for work.  They are usually carried out in your workplace, or in a college kitchen or restaurant facility.  You will receive a nationally recognized certificate on completion, which helps with your personal development and will enhance employment opportunities. You don’t get an SVQ by sitting in a classroom or by doing exams!  To achieve your SVQ, you actually have to be able to do a job, and know and understand the essential information that is needed to do it properly.  

The SVQ is based around a portfolio, which contains around 8 – 15 chapters, (called units) which you need to work through, and collect evidence to show you can do the job. There are many different ways of showing this.  For example, if you work in a small hotel, your assessor may ask you to collect records from your work, to put in your portfolio.  These could be things like delivery notes, cleaning schedules, rotas, menus etc, to show the type of work you are doing.  Your assessor will visit, or see you regularly and will watch you carrying out your work.  He/she will ask you questions about your job. You may also like to write short statements about things you do at work to help provide evidence.  Your supervisor or manager can also write witness testimonies for you, describing a specific task you have carried out in your assessor’s absence.

Your Assessor

Instead of a teacher, you will have your own assessor for this course.  You need to be able to show that you are competent in certain areas of your job role.  Your assessor or manager will help you to select units which match the activities of your job role, at the start of your course.  Your assessor will be someone who knows your job role well, and who also knows SVQs well. They will be able to advise, support and guide you through the course.   Your assessor may be a manager or supervisor at your work, an assessor from an external training company, or a member of staff at college.

Choosing your SVQ

There are hundreds of different qualifications, and one of these will be right for you.  You need to choose the SVQ that best matches your job role, or one which covers the type of job you are training for.  Your assessor and your manager will help you decide.

Choosing the right level of SVQ

You also need to choose an SVQ at an appropriate level.  There are five levels, one of which is suitable for everyone, from a junior employee, to a senior manager.

Level 1 is for junior staff, who carry out a wide variety of routine tasks.  If you have recently started in your job, or are still being trained, this may be the level for you.  At Level 1, most of the evidence is collected by your assessor, who will write short reports on how you complete your tasks.

Level 2 requires a bit more experience, a  bit more responsibility, and you will be carrying out lots of different tasks, some of which will not be routine, and there may be times when you have to work unsupervised.

Level 3 is for supervisors, or junior managers.  This level spans many different job roles. It is suitable for staff newly promoted to a supervisor role, right through to a very experienced  junior manager, with many staff to supervise, carrying out complex and responsible tasks.  Because of this, it’s important that you select your units very carefully if you are doing a course at this level. 

Levels 4 and 5 are for managers and senior managers. These are usually management courses in the hospitality industry, where advanced organisational skills are required. 

How long?

In the workplace, there is no specific time in which you must complete your SVQ.  Usually, however, this is achieved between 6 months and 1 year, depending on the SVQ, and the work you are able to put into it.  If you are doing your SVQ at college, however, the SVQ units are organised so that the course is completed over the normal academic year.
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This course requires you to complete 8 units. Five of these are mandatory (you must do them) and you need to choose 3 others.  This course is for supervisors and junior managers in the hospitality industry.  You must be supervising other staff as part of your job role to achieve this course. It is suitable for supervisors in restaurants, bars, housekeeping, reception, kitchen, or, indeed, for general or customer liaison managers. This may be in small or large hotels, restaurants, cafes, workplace canteens, residential homes or any other outlets which involve the provision of hospitality services to the public.  The units are wide ranging, and some are complex, so check them carefully before you choose.

The five mandatory units cover the basic range of skills for a junior manager or supervisor.  The three optional units you select should reflect the specific tasks you carry out in your job role.  For example HSL10 (Food Service) should be chosen if you are a restaurant supervisor.  HSL31 is an excellent unit for supervisors who hold meetings with their staff, and will provide evidence for many other units. Your assessor and manager will go through the units with you, before you start, to ensure you select appropriate units for your job role. There may be some observation, but you will also be given tasks or projects to complete to achieve some of the units. You will also be given knowledge questions to answer.

If you need any help or guidance with your course, your assessor is the person to ask.  He/she has been specially trained to guide you through your course, and will be happy to help!
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	To attain the qualification candidates would have to complete 8 units in total.  This comprises of:

· all of the mandatory units in Section A

· at least one unit from Section B

· the remaining two units can come from either Section B or C


	SECTION A MANDATORY UNITS
	SCQF LEVEL
	SCQF POINTS

	DR73 04
	HSL1
	Provide leadership for your team (MSC B5)
	6
	9

	DR4A 04
	HSL2
	Develop productive working relationships with colleagues (MSC D1)
	5
	9

	F7RA 04
	HSL3
	Contribute to the control of resources
	7
	6

	F7RD 04
	HSL4
	Maintain the health, hygiene, safety and security of the working environment
	7
	5

	F04F 04
	HSL5
	Lead a team to improve customer service (ICS 42)
	7
	8


	SECTION B OPTIONAL UNITS
	SCQF LEVEL
	SCQF POINTS

	F7RE 04
	HSL7
	Supervise food production operations
	7
	4

	F7RG 04
	HSL8
	Supervise functions
	6
	8

	F7RJ 04
	HSL10
	Supervise food services
	6
	3

	F7RK 04
	HSL11
	Supervise drink services
	7
	7

	F7RM 04
	HSL17
	Supervise housekeeping services
	6
	4

	F7RN 04
	HSL20
	Supervise portering and concierge services
	6
	4

	F7RP 04
	HSL21
	Supervise reception services
	7
	5

	F7RR 04
	HSL22
	Supervise reservation and booking services
	7
	5


Candidates who select any of the following units; HSL7, HSL10 or HSL11 from Section B are   strongly recommended to also take unit HSL30. 

	SECTION C OPTIONAL UNITS
	SCQF LEVEL
	SCQF POINTS

	F7RS 04
	HSL6
	Contribute to promoting hospitality services and products
	7
	5

	F7RT 04
	HSL9
	Contribute to the development of recipes and menus
	6
	3

	F7RW 04
	HSL12
	Supervise off-site food delivery services
	6
	3

	F7RX 04
	HSL13
	Supervise cellar and drink storage operations
	6
	5

	F34T 04
	HSL14
	Manage the receipt, storage or dispatch of goods (SfL WS20)
	6
	6

	F7RY 04
	HSL15
	Supervise the wine store/cellar and dispense counter
	6
	6

	F7S0 04
	HSL16
	Supervise vending services
	6
	6

	F7S1 04
	HSL18
	Supervise linen services
	7
	5

	F04M 04
	HSL19
	Monitor and solve customer service problems (ICS 32)
	6
	7

	F04D 04
	HSL23
	Improve the customer relationship (ICS 26)
	6
	8

	DR7C 04
	HSL24
	Provide learning opportunities for colleagues (MSC D7)
	8
	11

	F7S2 04
	HSL25
	Supervise the use of technological equipment in hospitality services
	6
	5

	F7S4 04
	HSL26
	Supervise practices for handling payments
	6
	5

	F7S6 04
	HSL27
	Contribute to the development of a wine list
	6
	6

	F2H3 04
	HSL28
	Manage the environmental impact of your work (MSC E9)
	8
	4

	F7S8 04
	HSL29
	Contribute to the selection of staff for activities
	7
	5

	F7S9 04
	HSL30
	Ensure food safety practices are followed in the preparation and serving of food and drink
	7
	5

	F2H2 04
	HSL31
	Lead meetings (MSC D11)
	7
	4


