Assessment sheet    


     observer document

	TO CHECK IN  AN ENGLISH  SPEAKING GUEST ?
	YES
	NO
	observation

	PROCEDURE OBSERVATION

	Does the receptionist welcome the guest  correctly ?
	
	
	

	Does he find a suitable room  for the guest ?
	
	
	

	Does he sum up the reservation details ?
	
	
	

	Does he ask for the guest ‘s credit card ?
	
	
	

	Does the guest fill in the registration card ?
	
	
	

	Does he explain hotel facilities ?

· breakfast 
· bar

· restaurants
· leisure activities
	
	
	

	Does the receptionist  tell the guest how to get to the room and how to get further information ?
	
	
	

	Does the receptionist master the check-in procedure ?
	
	
	

	LANGUAGE  OBSERVATION

	Does the guest understand  the receptionist ?
	
	
	

	Does the receptionist understand the guest ?
	
	
	

	Does the receptionist  answer  the guest ‘s questions ?
	
	
	

	Does the receptionist reply without  hesitation ?
	
	
	

	Does the receptionist use the new vocabulary ?
	
	
	

	Does the guests use the new vocabulary ?
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