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Principles of completing kitchen 
documentation

The aim of this unit is to prepare you for the forms and 
documentation that must be used in a modern kitchen. 
You will learn how to complete the documents accurately 
and know where to store them when they are completed. 
You will also learn the consequences of completing 
documentation inaccurately or even fraudulently.
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On completion of this unit you will:

Learning outcomes Evidence requirements
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1. Know how to complete kitchen 
documentation

1. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the Knowledge section of this 
unit. In most cases this can be done 
by professional discussion and/or oral 
questioning. Other methods, such as 
projects, assignments and/or reflective 
accounts may also be used. 

2. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

3. External paper                                   
There is no external paper requirement for 
this unit.                 
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Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

Where applicable your assessor will integrate 
knowledge outcomes into practical observations 
through professional discussion and/or oral 
questioning. 

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge
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Learning outcome 1 

Know how to complete kitchen documentation

You can: Portfolio reference 

a. State why it is important to complete kitchen documentation

b. Explain how to complete kitchen documents

c. State where documentation is obtained from

d. State when documentation needs to be copied and where this 
needs to be kept

e. Explain whom to contact and why, if problems occur

f. State why kitchen documentation needs to remain confidential

g. State which information needs to be recorded and retained to 
comply with legislation

h. Explain why information needs to be accurate

i. Explain the implications of fraudulently completing documentation

 



Outcome 1: Know how to complete kitchen documentation

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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Kitchen documentation: Order books, 
stock control sheets, requisition books, 
invoices, delivery notes, accident report 
forms, food safety information, equipment 
fault reports, stock usage reports, 
temperature charts, time sheets. 

Importance: Safety of staff and customers, 
legal requirement, ensuring accurate 
payment of bills, ensuring accurate 
payment of staff, ensuring profitability of 
kitchen.

Complete kitchen documents: Legible, 
at correct interval (daily, hourly, ad hoc), 
accurately, sign and date.

Obtaining kitchen documentation: 
Purchased from stationers, designed 
in-house, central purchasing, non-food 
storage area.

Copy and keep documentation: 
Communicating (other departments, 
suppliers, staff), legal requirements 
(temperatures, tax), stock control, financial 
control, keep documents (secure, data 
protection, filed in order).

Whom to contact and why, if problems 
occur: Supervisor/manager (errors in 
documentation, safety issues), health 
and safety executive, reporting of injuries, 
diseases and dangerous occurrences 
regulations.

Confidentiality: Commercially sensitive, 
staff’s personal information, legal 
requirements. 

Information to be recorded and retained 
to comply with legislation: Supplies 

purchased, traceability information, 
accident reports, staffing details (national 
insurance number, contact details), 
temperature records (fridges, freezers, 
probing food served).

Why information needs to be accurate: 
Legal requirement, financial prudence, 
professionalism.

Implications of fraudulently completing 
documentation: Unprofessional 
image, bad publicity, legal action (fines, 
imprisonment), poor staff morale, possible 
health and safety dangers.


