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THE KENYA NATIONAL EXAMINATIONS COUNCIL 
PRACTICAL ASSESSMENT

INSTRUCTIONS TO THE ASSESSOR

1. You are required to mark the practical as the candidate perform the tasks.

2. You are required to take video clips at critical points. 

3. Ensure the candidate has a nametag and registration code at the back or front of dustcoat/overall.

OBSERVATION CHECKLIST

	Candidate’s name & Registration No. 
	

	Assessor’s name & Reg. code
	

	Unit(s) of Competency
	Develop tour packages 

	Venue of Assessment
	

	Date of assessment
	

	(Indicate the marks available and marks obtained respectively. Award marks appropriately as guided for in the items for evaluation indicated. Give a brief comment where necessary)

	Items to be evaluated
	Marks awarded
	Marks scored
	Comments

	1. Setup  a travel office

· Desk and chairs arrangement

· Clients chairs

· Availing necessary documents such brochures, tariffs

· Files arrangement

· Desktop computer or laptop

· General Neatness 

· Provide water or drinks
	2

2

2

2

2

2

2
	
	

	2. Welcomed the client

· Smile in person. 

· Office appearance. 

· Greet the clients. 

· Take a genuine interest in the clients. 

· Eliminate distractions.
	1

1

1

1

1

1
	
	

	3. Introduce the company 

· Open with a strong statement.

· Include relevant details.

· Keep it short and concise.
	1

1

1
	
	

	4. Give the client necessary information

· Attractions available for visit

· Accommodations

· Mode of transports

· Payment methods 


	2

2

2

2
	
	

	5. Record client information
	2
	
	

	6. Communicated clearly in official language
	2
	
	

	7. Mention service providers in tourism 
	2
	
	

	8. General appearance, neatness 
	2
	
	

	9. Tidiness of the office
	2
	
	

	10. Control of the whole procedure
	2
	
	


	Grand Total 
	40
	
	

	The candidate was found to be:      

                                                        Competent                         Not yet competent
       (Please tick as appropriate)

(The candidate is competent if s/he gets at least 50 % and above.)

	Feedback from candidate:



	Feedback to candidate:




	Candidate’s signature                                                      Date

…………………………………                       …………………………………

	Assessor’s signature                                                        Date

…………………………………                      ……………………………………
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