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Tēnā koe!
Welcome to your workplace training, supported by ServiceIQ.

This booklet is to help you get started and explains how training and assessment works.

He aha ai ServiceIQ?
Why ServiceIQ? 
ServiceIQ is a business division of Te Pūkenga – New Zealand Institute of Skills and Technology.  
Our sectors cover aviation, travel, tourism, museums, hospitality, retail and retail supply chain  
service industries.

Pēhea te māhi
How it works
Your training programme is a mix of theory and practical, and you need to complete each of the unit 
standards in the programme in the timeframe required. As you work through it, you’ll be developing  
new skills and knowledge that you’ll use on the job. 

When you achieve the required unit standards in the time allowed, you will be awarded your New Zealand 
qualification or award. These units and qualifications are registered with the New Zealand Qualifications 
Authority (NZQA) and nationally recognised as the industry standard.

Plagiarism and AI use
All of your work must be your own.

Sometimes learners work too closely with other colleagues and hand in identical completed assessments 
or evidence. This is called plagiarism and is not allowed.

Learners may also want to use Artificial Intelligence (AI) tools like ChatGPT to support their work. AI can 
help with brainstorming ideas, generating outlines, or summarising information. That’s okay as long as you 
don’t copy the AI’s answers and hand them in as your own. You must understand your work and write it in 
your own words.

Please note that:

	u All work submitted must be your own individual effort.

	u If plagiarism or unauthorised use of AI-generated content is detected, you may be required to resubmit 
your assessments.

	u In more serious cases, depending on how many assessments or unit standards are affected, your 
enrolment may be terminated or any credits already reported may be revoked.

If you need help with any part of your assessments, please contact your Service Sector Advisor – they are 
here to support you.
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Te ara
The pathway

Complete a ServiceIQ enrolment form.  
You might have already done this.

You’ll receive a welcome email with the details of your programme –  
check all the details are correct. (You may have already been sent this,  
so please check your junk mail). 

Learning material and assessments arrive. (There might not be any 
learning material for some units because some things are best learnt 
entirely on the job.)

Get started. You must complete at least one assessment per month –  
It’s really important that you make a start as soon as you can. 

Complete all questions in your assessment including all supporting 
evidence and verification.

If you have a workplace assessor please let them know you are ready  
to be assessed.

If you don’t have a workplace assessor, please read the instructions on 
page 6 of this book. They are a step by step guide on how to upload  
your assessments for marking and how to access your results.

Keep going! Work your way through all your assessments.

Finished! Ka pai koe, tau kē, you’ve completed your programme, achieved 
your NZ Qualification or Award and will receive your certificate! (Your 
certificate will be sent to your workplace within 30 days of completing.)

11
22
33
44
55

66

77

88

99



ServiceIQ.org.nz | intel@ServiceIQ.org.nz | PO Box 25522, Wellington 6140 | 0800 863 693

3

Ko wai ngā tāngata?
Who is involved?
These are some of the key people in your learning team:

You – you’re the trainee and will have to do the work. There are plenty of people to help you, but it’s really 
important that you keep working through your programme. You will need to schedule time to do this. 

Your employer – they are supporting your training and will make sure you are given opportunities to 
learn all the skills and knowledge you need for your programme.

Verifier – they are usually a supervisor or a manager at work who will confirm your new skills and 
knowledge. They’ll watch you demonstrating work skills and then complete verification sections in your 
assessments. Read your verification tasks carefully and when you think you’re ready to be verified, talk to 
your verifier. You might have more than one verifier, but they will always be someone from your workplace. 

ServiceIQ Advisor – if you need further support or are having difficulty completing your work, your 
advisor can help you out. They will be in regular contact to check on your progress.

Assessor – your assessor checks your completed assessments and decides whether the evidence you 
have provided meets the requirements of the unit standard. Some workplaces will have their own in-house 
assessor/s whilst others will use ServiceIQ assessors.

Whānau, friends and colleagues – use all the support that’s available to you. The people around you 
want you to succeed. 

Te tīmatanga
Getting started
Now that you have your assessments, you’re ready to make a start. Here are some tips for success:

	u Read through this booklet and the welcome email we will send you. This booklet will help you 
understand the process and who can help you complete your programme.

	u Identify the key people who will be involved in your success. Make sure you know the person in your 
workplace to talk to about your progress and arrange catch-ups with them.

	u You must complete at least one assessment per month. Your ServiceIQ Advisor will help you to set a 
schedule for completing the units on time.

	u You can help yourself to achieve by being self-motivated to ‘learn as you earn’. You’ll need to arrange 
time to study, this might be in the workplace or at home. 

	u Read through your first assessment carefully. Make sure you understand what you will need to know and 
do before you complete it.

	u Don’t be afraid to ask for help if you need it! Be sure to ask for advice from your manager, another 
experienced person in your workplace, or your ServiceIQ Advisor.

He kōrero mātuatua
Important note

It’s really important that you make a start as soon as you can. 

You need to complete 10 credits within your first three months of being signed into your training 
programme.
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Ngā rauemi
Resources
Learning Material – these are workbooks that support your workplace learning and cover the skills and 
knowledge required by a unit standard. They are there to help you prepare for assessment but don’t need 
to be handed in for marking.

	u These books are yours to keep so it’s fine to write on them or highlight any important information you 
think will help you complete your assessments. 

	u There might not be any learning material for some units because some things are best learnt entirely on 
the job.

	u You might already have some of the skills or knowledge and that’s awesome – you don’t have to do 
everything in the learning material if you already know it. If you think you’re ready to go straight to 
assessment, go for it! 

Here’s what printed learning material looks like:

HOSPITALITY

167
 VERSION 8  CREDITS 4  LEVEL 2

Practise food safety methods  

in a food business under supervision 

LEARNING MATERIAL

© ServiceIQ – Published June 2020

US 167 v8 – He rauemi ako | Learning Material – Edition 4
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Wāhanga 2:  

Section 2:  

Cross-contamination

Cross-contamination occurs when something that is contaminated touches food that is not 

contaminated. 

He tauira

For example

	u A person who does not wash their hands after using the toilet has bacteria on their 

hands. If they then prepare a sandwich for a customer, they are contaminating the 

sandwich with the bacteria. You can’t see the bacteria but they are there.

	u Using the same chopping board for cutting raw meat and vegetables.

	u Preparing food on a dirty bench top or chopping board.

	u Flies landing on uncovered food – always keep food covered.

There are five causes of cross-contamination:

	u people

	u work surfaces

	u equipment

	u food

	u pests.

People

People are the largest cause of food contamination.  

This is because we choose either to not follow procedures 

and rules or we take short-cuts. What we do or don’t do 

affects what happens to food.

Bacteria love to use you as a taxi to get from one food  

to another. They especially like to use your hands. 

Personal hygiene is critical to safe food. Personal 

hygiene is what you do to keep yourself and the things 

around you clean. This helps to stop bacteria and germs 

spreading onto food, equipment and surfaces.

Your grooming, your personal habits and your attitude towards how food is kept are the 

difference between safe food and unsafe food. You should always wear clean clothing, 

preferably a uniform, each day you are at work. It is best to get changed at work so you do 

not bring contaminants in from outside.

PEOPLE

Work surfaces

Work surfaces are the flat areas you use for 

preparation or serving. Work surfaces include:

	u bench tops

	u tables

	u chopping boards.

These surfaces can have bacteria on them that have 

come from other foods, people, equipment and dirt. 

If they are not cleaned and sanitised properly then 

bacteria will pass from them onto other food or equipment.

Chopping boards

Yellow boards for raw chicken

Red boards for raw meat

Blue boards for raw fish

Green boards for fruit  

and vegetables

White boards for bread  

and dairy products. 

He āwhina mātuatua

Hot tip

Avoid placing cartons and packaging that have been delivered onto work surfaces.  

This is an easy way to cross-contaminate as you don’t know what else the packaging 

has been sitting on and what it may have picked up.

WORK SURFACES

Y

R

B

G

W

HELPING OUR CUSTOMERS SUCCEED

BY GROWING THEIR TALENTService

HOSPITALITY

28500
 VERSION 2  CREDITS 15  LEVEL 3

Maintain stock in a retail or distribution facility

LEARNING MATERIAL

© ServiceIQ – Published March 2020

US 28500 v2 – He rauemi ako | Learning Material – Edition 2
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Special display requirements

Some displays may need special legal, safety, security or environmental conditions.  

Some examples are described next.

Perishable foods

Perishable foods are foods that can go off or spoil quickly. Spoiled food may make food 

look unpleasant or make people sick if they eat it. Raw and freshly cooked food must be 

displayed in equipment that keeps it safe to eat; for example, at the correct temperature, 

light conditions and humidity. 

Examples are:

	u Meat, fish, shellfish and most dairy products need to be displayed in refrigerated 

equipment.

	u Frozen food such as meat, vegetables and ready-to-eat meals must be kept frozen 

when on display.

	u Most fresh fruit and vegetables need to be displayed in refrigerated equipment to make 

sure they do not spoil and/or become wilted. They may also need a misting system for 

humidity to keep the produce fresh and appealing.

	u Hot cooked food such as pies, curries, rice, soups, cooked meats and vegetables need to 

be displayed in special equipment, such as a heated cabinet.

Alcohol

You and your workplace must comply with 

the Sale and Supply of Alcohol Act 2012 when 

displaying and selling alcohol. For information 

about displaying alcohol visit www.alcohol.org.nz 

(QR code) and search for ‘alcohol display’.

One condition for alcohol displays is that they 

must not promote alcohol in a way that is aimed 

at or likely to have special appeal to minors 

(people under 18 years old). For example, in a display  

of surfing equipment you cannot use a poster of young people at a beach drinking beer.

He tohu ipurangi  

QR code

Fireworks

When displaying fireworks, your workplace must comply with the Hazardous Substances 

and New Organisms Act 1996 and the Hazardous Substances (Fireworks) Regulations 2001. 

The Environmental Protection Authority (EPA) website has information on storing and 

selling fireworks. Visit www.epa.govt.nz (QR code) and search for ‘guide to selling fireworks’. 

Fireworks displayed for sale must be protected from anything that might set the them 

alight. They can only be displayed in their packaging. This means you can’t take the 

fireworks out of their packaging to display each item separately.

He ngohe 12

Activity 12

What do you need to do to select and display stock?

Ask your supervisor about what you must do to select and display stock.

Find out:

	u how you select the stock to display; for example, by product code and best  

before date

	u the types of displays you need to make and where to put them

	u if any products need special environmental conditions, such as temperature, 

lighting, etc.

	u if there are any special laws, security or safety issues you need to consider when 

making a display.

He tohu ipurangi  

QR code
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Assessments – these are also called ‘Workplace Evidence Records’. You must complete each assessment 
to finish your programme. When you start an assessment have a look through the whole thing, so you know 
what you need to do and what questions you need to answer, or the skills you need to demonstrate. If you 
think you are ready to complete everything in an assessment, go for it! 

Here’s what printed assessments look like:

 

© ServiceIQ – www.ServiceIQ.org.nz 
US: 167  Version: 8  Edition: 1  
Moderated and approved: Apr 2024 
WER167V8E1  Published: Apr 2024  Page 1 of 16 

 

Practise food safety methods in a food business  
under supervision 

 

Unit standard 

167 

 

Version 

8 

 

Credits 

4 

 

Level 

2 

 

Edition 

1 

 

 

 
 

 

Tō ingoa i tōna katoa 
Full name 

 

Tō tau ākonga ā-motu 
National student number (NSN) 

 Tō rā whānau 
Date of birth (e.g. 02/09/1998) 

  /        / 

Wāhi mahi 
Workplace 

 

 
 

 
 
 

Overall sign-off (ASSESSOR USE ONLY) 
Complete this section when the trainee has achieved the Unit Standard. 
 
  Assessor signature Date 
Trainee 
competent 
in all tasks 

C 
¨ 

 

 

 

 

 

 
For detailed comments, go to the Assessment Results section near the back of this assessment. 

  

Enter your full name

Enter your NSN number

Enter your date of birth

Enter your workplace name
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Trainee Assessment Portal Guide
The Assessment Portal enables you to upload your hardcopy assessments and view the status of them 
as they transition through the marking process. You will have direct communication with your assessor 
and receive instant feedback once your assessment has been marked. 

Accessing the Assessment Portal
If you have a workplace assessor, you do not need to access the Assessment Portal. 

If you don’t have a workplace assessor, you will be required to send your assessments for marking to a 
ServiceIQ Assessor via your ServiceIQ Assessment Portal. 

Note: The trainee assessment portal can be accessed through mobile devices, although we highly 
recommend that you use a laptop or computer to upload assessments.

My assessment is ready for marking – check:
 � assessment cover page is filled in (name, workplace, date of birth or NSN)

 � all assessment tasks are completed

 � my evidence is clearly labelled with assessment task number (e.g. Task 2b)

 � my verifier has signed, dated, and commented (where applicable)

I am ready to scan my assessment  – check:
 � my assessment is saved as a document on my computer or phone

	u save document as one file where possible* 
* Instructions for scanning are on page 11 of this document 

 � both sides of all assessment pages and evidence have been scanned/copied.
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I am ready to submit my assessment!  
How do I access my assessment portal?
Login to your ServiceIQ portal: portal.serviceiq.org.nz

Select: Sign in (top right) enter your login details.

If you can’t remember your password you can reset it by clicking on Forgot Your Password?

Enter your email adress and click Reset my password.

Please make sure you check your Junk/Spam folder for the email.

Need help accessing your portal? Have you changed your email address?
Contact our Customer Support Team to assist you: intel@serviceiq.org.nz 
Provide your following details: Full name, date of birth and workplace.

Sign in using: email address

Password: •••••••••••••

http://portal.serviceiq.org.nz
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How do I upload my assessment into the portal?
The first portal page has three main tab options which show the status of your assessments:

	u Assessments to be completed 
	u Submitted for marking 
	u Achieved Assessments 

Step 1:
View your Assessments to be completed tab – locate your assessment and click on the down arrow.  
Click View details.

Step 2: 
Click box Upload Assessment and Evidence.
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Step 3: 
Enter Assessment Type, select Assessment from drop-down arrow.

	u If your assessment has been marked by an assessor and you are now submitting additional evidence 
select Further Evidence from the drop-down arrow.

Step 4: 
Enter Document Name. e.g. Charlie Smith 167 Assessment.

	u If evidence is uploaded separately, you must include the task number e.g. Charlie Smith 167 Task 2b.

Step 5: 
Comments, you may add comments to communicate with your assessor. 

Step 6: 
Click Choose files to upload your assessment. Please note there is a maximum limit of 30MB per file.

Step 7: 
Click Save Evidence and then click Close.

	u if you have more than one document to upload repeat Steps 2–7.

	u IMPORTANT: Document Names must include the task number if evidence is more than one upload.

Step 8: 
Once all attachments have been uploaded, click Submit to Assessor. You will notice your assessment move 
to the Submitted for marking tab, it will remain here until your assessor provides your feedback and result.
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Assessor has completed your assessment marking
There are two possible assessment results: 

1. Further Evidence Required 

2. Achieved.

Result 1. Further Evidence Required
Your assessor requires you to submit further assessment evidence. Your assessment will reappear on your 
first tab: Assessments to be completed, with an Assessment Status: Further Evidence Required. 

Further Evidence Required

To read your assessor’s feedback about the additional requirements, click on the down arrow and select 
View details.

I am ready to submit my additional evidence

Follow Steps 1–2 on previous pages.

Step 3:
Enter Assessment Type, select Further Evidence from the drop-down arrow.

Follow Steps 4–7 on previous pages.

Step 8:
Submit to Assessor. Your assessor will be notified that you have submitted additional assessment evidence, 
please wait to hear from your assessor.  

Result 2. Achieved
Congratulations, you have successfully completed this unit standard assessment! Your assessment will 
now appear on the third tab: Achieved Assessments, you may view your assessment feedback within the 
comments section.

Well done on your hard work, we look forward to continuing with you on your learning journey.
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Instructions to scan my assessment into the Assessment Portal 
You may upload your completed assessment to your personal portal for marking by using a computer  
or smartphone. Please see below for detailed instructions.

Option One: computer 
Use a photocopier or scanner to upload your assessment using the following steps:

 � scan or photocopy your assessment, select DOUBLE SIDED/2 sides option
 � save a copy of your assessment as one document to your computer

Check and upload your assessment
 � Open your assessment to check:

 � it is in the correct page/task order, both sides of each page are included

 � that it is readable and not blurry

Option Two: Phone (Android or iPhone)
Use your phone to scan and upload your assessment by using a free app, 
we recommend Microsoft Lens. Microsoft Lens will prompt you to scan each 
page of your assessment and will then save it as one complete document.

	u Download Microsoft Lens to your phone, open app
	u Have a clean, clear flat surface and good lighting to scan your assessment
	u The app reads document down the bottom of my screen, then it will read “capture a document”
	u Hold your phone over the first page until the red border is straight (ensure the picture is taken from a 

birds eye view and not on an angle)
	u Take a picture of the first page of the document by pressing the white circle
	u Select confirm in the bottom right corner
	u Select More from the bottom of your screen (the three grey dots and small orange dot).
	u Select Add from bottom left of your screen (small camera icon with a black plus sign in a circle). 
	u Keep taking photos of all pages of your assessment including additional evidence
	u Press the orange arrow (which will also count the pages for you e.g., showing 3 in the photo).
	u Select Done from bottom right of your screen.
	u Select Save to PDF
	u Select Save to Phone Storage (this will save into My Files with your Microsoft Lens App)
	u Select correct document.
	u Select Export document (blue square with up arrow, this is top right of your screen).

Upload to Assessment Portal
	u Select Save to Files (untitled folder).
	u Select Save (top right of your screen)
	u Go to your preferred browser (e.g. Google Chrome or Safari) – search “ServiceIQ Assessment Portal” 

and follow the process to upload files (choose files stored in your device).

	u Select your saved assessment copy
	u Upload complete

If you require assistance with uploading your assessment, please contact your  
ServiceIQ Training Advisor.
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He pātai, He pātai 
Frequently asked questions
	u What does ‘evidence’ mean?

Evidence is proof of the things that you know and can do in your role.

	u Do I have to spell everything properly in my assessment?
No. We’re not testing your spelling. If we expect you to spell things correctly, we’ll make it really clear in 
the assessment instructions.

	u What do I do if I don’t have all my assessments or workbooks?
Get in touch with your ServiceIQ Advisor, contact us on 0800 863 693 or email intel@ServiceIQ.org.nz.  
If you email us, make sure you let us know who you are and give us plenty of detail about what is 
missing.

	u What is an NSN?
Your NSN is your National Student Number. It’s a unique number given to every New Zealand student. 
It’s important to put your NSN on every assessment so we can let NZQA know to put the completed 
units on your record of achievement. Contact us if you need help finding your NSN.

	u What do I do if I don’t agree with an assessor’s decision?
If you want to appeal the decision, please contact ServiceIQ at assessor@serviceiq.org.nz  
or phone 0800 863 693.

	u What if I cannot scan or photocopy my assessment?
If you cannot scan your assessment, please talk to your ServiceIQ Advisor and we will arrange another 
way to get your assessment to ServiceIQ.

	u What happens when I finish all the unit standards?
Congratulations! When you’ve successfully completed all the units in your programme, we’ll confirm 
that all the results are at NZQA. Then we’ll send out a certificate to you or your employer. This is usually 
within 30 days of you finishing the last assessment. 

	u What happens if I cannot complete my assessment on time? 
Please contact your ServiceIQ Advisor.

	u What happens if I’m away from work for an extended period of time and cannot meet my  
assessment deadline? 
Please contact your ServiceIQ Advisor and they can work with you to set a new deadline.

	u What happens if I leave my workplace? 
You should be able to transfer your training programme to your new workplace. Your ServiceIQ Advisor 
will help you with this – please contact them as soon as you know you are leaving.

	u How do I make a complaint?

If you are not satisfied with your experience with us and would like to raise a concern or complaint, 
please contact your ServiceIQ Advisor in the first instance. Alternatively, scan the following QR code  
or visit the following website to view the Te Pūkenga Concerns and Complaints Policy:

www.xn--tepkenga-szb.ac.nz/assets/Te-Kawa-Maiorooro/Akonga-Concerns-and-Complaints-Policy.pdf

mailto:intel@ServiceIQ.org.nz
mailto:assessor@serviceiq.org.nz
https://www.xn--tepkenga-szb.ac.nz/assets/Te-Kawa-Maiorooro/Akonga-Concerns-and-Complaints-Policy.pdf
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Assessment planner
Use this to help you plan your first 10 credits deadline and when to hand in the rest of your assessments.

January February

March April

May June
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July August

September October

November December
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