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Definition of Key Terms

Assessment: The process of collecting evidence and making judgments on whether

competency have been attained/achieved.

Circumstantial knowledge: Detailed knowledge which allows the decision-making in

regard to different circumstances and cross-cutting issues.

Competence: The ability to use knowledge, understanding, practical and thinking skills to
perform effectively to the workplace standards required in employment.

Element (Learning Activities): A sub-unit (step) which reflects learning sequence with the

aim of achieving broad learning objectives of a unit.

Standard: A set of statements, which if proved true under working conditions, means that an

individual is meeting an expected level and type of performance.

Assessment Knowledge: This is essential knowledge needed in order to demonstrate
competences that are associated in performing a given task.

Unit (specific competency): A statement of broad learning objectives, which prescribe the

requirements of a standard in form of practical skills, knowledge, and appropriate attitudes.
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1.0. Introduction

Housekeeping is one of the occupations taught in the Ordinary Secondary Education VVocational
Stream. Learning Housekeeping is essential to meet the employment opportunities as per market
demands, especially in government and private institutions countrywide. The students will
develop housekeeping skills that enable them to create self-employment for the sake of

increasing their family income and maintaining infrastructure environment.

Upon completion of the ordinary secondary education level, students will possess both
theoretical and practical knowledge in relation to Housekeeping. A graduate of this occupation
may be employed in both Government and private sectors such as Municipal councils,
Government workshops and offices, Hospitals, Parastatal organizations, Self-employment,

Private firms, Training institutions, Governmental agencies, and NGO’s.

The housekeeping Syllabus is designed to guide the teaching and learning of cleaning, washing
and interior decoration, and up-keeping of furniture and fittings in the Ordinary Secondary
Education Form I-1V Vocational Stream in the United Republic of Tanzania. The syllabus
interprets the competences a student needs to develop while learning cleaning rooms and public
area, as well as washing hotel linen, guest laundries, and staff uniforms. It contains valuable
information that will enable teachers to effectively plan their teaching process and help learners

to develop the intended competences.



2.0.  Main Objectives of Education in Tanzania

The main objectives of education in Tanzania are to enable every Tanzanian to:

(@)

(b)

(©)

(d)

)
(f)

(9)

(h)

Develop and improve his or her personality so that he or she values himself or herself

and develops self-confidence;

Respect the culture, traditions, norms and customs of Tanzania, cultural

differences, dignity, human rights, attitudes and inclusive actions.

Advance knowledge and apply science and technology, creativity, critical
thinking, innovation, cooperation, communication and positive attitudes for his or
her own development and the sustainable development of the nation and the

world at large.

Understand and protect national values, including dignity, patriotism, integrity,

unity, transparency, honesty, accountability and the national language.
Develop life and work-related skills to increase efficiency in everyday life.

Develop a habit of loving and valuing work to increase productivity and efficiency in

production and service provision;

Identify and consider cross-cutting issues, including the health and well-being of
the society, gender equality, as well as the management and sustainable

conservation of the environment; and

Develop national and international cooperation, peace and justice per the

Constitution of the United Republic of Tanzania and international conventions.

3.0.  General Competencies for Ordinary Secondary Education Vocational Stream

The general competences for Ordinary Secondary Education, Form 1-1V, Vocational Education

stream are to:



(@) Apply the knowledge, skills and attitudes the student developed in the primary school stage

to increase his/her understanding of technical skills.

(b) Apply technical skills in designing, inventing and making various things to cope with life

and solve challenges in society.
(c) Appreciate citizenship and national virtues;
(d) Use language skills.

(e) Demonstrate self-confidence in learning in various fields, including science and technology,

technical knowledge and technical skills.

(f) Apply technical knowledge and skills in designing, discovering and making various things

to solve challenges in society, including cross cutting issues.
(9) Appreciate procedures and safety rules in using technical tools correctly; and

(h) Apply the technical knowledge and skills acquired to develop oneself with vocational and

technical education and join the workforce.

4.0. General Competences of the Occupation
Upon completion of this occupation, students are expected to have ability to:
(a) Prepare and clean guestrooms, public and function areas.
(b) Prepare and wash hotel linen, guest laundries and staff uniforms.
(c) Maintain furniture, fixture, fabrics and environment.

(d) Supervise housekeeping operation

5.0. Main and Specific Competences

The main and specific competences to be developed are presented in Table 1

Table 1: Main and Specific Competences for Form I-1V

Modules (Main Competence) Units (Specific competences)

1.0. Maintaining a safe, healthy and secure working | 1.1. Applying personal grooming and hygiene

environment. 1.2. Controlling hazards
1.3. Dealing with accidents and fire
1.4. Administering First Aid
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Modules (Main Competence) Units (Specific competences)

2.0 Exercising customer care 2.1 Handling customer care
2.2 Handling complaint
2.3 Handling guest special request.

3.0 Washing hotel linen, guest laundries and staff | 3.1 Washing hotel linen
uniforms 3.2 Washing guest laundries

3.3 Washing staff uniforms

3.4 Performing dry-cleaning

4.0 Preparing and cleaning guest rooms 4.1 Cleaning guestroom
4.2 Restocking guestroom supplies and amenities
4.3 Updating room status and discrepancy report

5.0 Providing basic food and beverage services 5.1 Preparing restaurant for service
5.2 Taking food and beverage orders
5.3 Serving food

5.4 Serving beverages

6.0 Maintaining public and function areas 6.1 Preparing and cleaning function areas
6.2 Preparing and cleaning public areas
7.0 Managing gardens and landscape 7.1 Maintaining garden
7.2 Establishing tree nursery
8.0 Arranging interior decoration 8.1 Arranging flowers
8.2 Arranging indoor plants
9.0 Maintaining furniture, fixture and fabric. 9.1 Up-keep furniture, fixtures and fabrics

9.2 Report faults in furniture, fixtures and fabrics

10.0 Controlling energy and  environment | 10.1 Maintaining energy usage

management 10.2 Maintaining environment
11.0 Controlling housekeeping budget, costs and | 11.1 Control housekeeping budget
requisitions 11.2 Initiate daily requisitions
11.3 Collect daily revenue data
12.0 Supervising housekeeping operations 12.1 Planning and organizing duties

12.2  Control tools and equipment
12.3 Compute occupancy statistics
12.4 Conduct on-job training

6.0.  The Roles of Teachers, Students and Parents in Teaching and Learning

Good relationships between a teacher, student and parent, or guardian is fundamental for
successful learning. This section outlines the roles of each participant in facilitating effective
teaching and learning of Housekeeping.
6.1. The teacher
The teacher is expected to:

Help the student to learn and develop the intended competences in Housekeeping

@ Use teaching and learning approaches that will allow students with different needs
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and abilities to:
(i) Develop the competences needed in the 21% Century; and
(if) Actively participate in the teaching and learning process.
(b) Use student centred instructional strategies that make him or herself think, reflect and

search for information from various sources;

(©) Create a friendly teaching and learning environment;
(d) Prepare and improvise teaching and learning resources;
(e) Conduct formative assessment regularly by using tools and methods which take into

account both theory and practice;

) Treat all the students according to their learning needs and abilities;

Q) Protect the student from the risky environment while he or she is at school;

(h) Keep track of the student’s daily progress;

(i) Identify individual student’s needs and provide the proper intervention;

a) Involve parents/guardians and the society at large in the student’s learning process;
and

(k) Integrate cross-cutting issues and ICTs in the teaching and learning process.

6.2. The student
The student is expected to:

@) Develop the intended competences by participating actively in various
learning activities inside and outside the classroom; and

(b) Participate in the search for knowledge from various sources, including

textbooks, reference books and other publications in online libraries.
6.3. The parent/guardian

The parents/guardian is expected to:
(@  Monitor the child’s academic progress in school;
(b)  Where possible, provide a child with the needed academic support;
(c)  Provide a child with a safe and friendly home learning environment;

(d) Keep track of a child’s progress in behaviour;
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(e)  Provide the child with any necessary materials required in the learning process; and
() Instill in a child a sense of commitment and positive value towards education and
work.

7.0.  Teaching and Learning Methods

The teaching and learning methods are instrumental in developing student’s competences. This
Syllabus suggests teaching and learning methods for each activity which include but not limited
to demonstration, practical/hands-on activities, observations, role play, simulation, group works,
peer teaching/learning, discussions, presentations, field visits, research, and project works.
However, a teacher is advised to plan and use other appropriate methods based on the
environment or context. All the teaching and learning methods should reflect on the everyday lives
of students. The focus is expected to be on practical application and developing cognitive,
affective, and psychomotor skills through learner-centred methods. Vocational teachers act as

facilitators, incorporating both school-base teaching and project work supervision.

8.0.  Teaching and Learning Resources

The process of teaching and learning requires different resources. In this light, both a teacher and
students should work together to collect or improvise alternative resources available in the school
and home environment when needed. Teachers and students are expected to constantly seek for
information from various sources to effectively facilitate the teaching and learning process. The
list of approved textbooks and reference books shall be provided by the TIE.

9.0. Assessment

Assessment is important in teaching and learning of Housekeeping. It is divided into formative
and summative assessments. Formative assessment informs both the teacher and students on
the progress of teaching and learning, and in making decisions to improve the teaching and
learning process. Teachers are, therefore, expected to apply a wide range of formative
assessment methods which include but not limited to demonstration, discussions,

presentations, oral questions, experiments, observations, practical assignments, and projects.

Summative assessment, on the other hand, will focus on determining student’s achievement
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of learning. Teachers are expected to use a variety of summative assessments including Form
Two National Examination Assessment, terminal examination, annual examination, mock
examination, and project. The scores obtained from these assessments will be used as
Continuous Assessment (CA). Therefore, the continuous assessments shall contribute 60%

and the National Form 1V Examination shall be 40% as indicated in Table 2.
9.1 Project work

Project work is a carefully planned and clearly defined task or problem that a student
undertakes, either alone or in a group, to enhance and apply the skills and knowledge gained
in the classroom, workshop, kitchen, or laboratory. It is based on the principles of "Learning
by Doing" and "Learning by Living." In this context, the implementation of Project Work in
secondary schools’ vocational streams is essential. Projects in the vocational stream should
be conducted in the core subject (occupation). To ensure its success, the supervision and
assessment of student project work must be consistent with the established guidelines

provided by the National Examinations Council of Tanzania (NECTA).

Table 2: Contribution of Continuous Assessment and National Examination in the final score

Assessment Category Weight (%0) National Examination
Form Two National Assessment (FTNA) 6.0

Form Three Terminal Examination 5.0

Form Three Annual Examination 5.0

Form Four Mock Examination 7.0

Project 7.0 40

Form Two Practical 10.0

Form Three Practical 10.0

Form Four Practical 10.0

Total 60

10.0. Number of Periods

The Housekeeping Syllabus for Ordinary Secondary Education Vocational Stream Form |-

IV provides time estimates for teaching and learning each specific competence. The
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estimates consider the complexity of the specific competences and the learning activities.
Eight (08) periods of 40 minutes each have been allocated per week, whereby two (02)
periods will be used for theory and six (06) for practical sessions which may require double
periods (e.g., 80). Double periods will allow sufficient time for hands-on activities.

11.0. Teaching and Learning Contents

The contents of the Syllabus are organised into a matrix with seven (07) columns
which are main competences, specific competences, learning activities, suggested
teaching and learning methods, assessment criteria which is divided into (process
assessment, products/service assessment and underpinning knowledge), suggested

teaching and learning resources, and number of periods as presented in Tables 3 to 6.
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about hazards e Woods
mechanisms | ¢  Check Theories: The d
of handling weather studentshould | ®  Boards
weather- forecasts describe the * Storage
related and alerts importance of container
hazards from controlling S .
Group reliable weather-related | ®  Refrigera
Work: sources hazards tors.
Arrange like Circumstantial | ® Hoe,
students in meteorolo knowledge: ¢ Rak_e
groups and gical Detailed e  Stationer
assign tasks agencies knowledge y.
related to or weather about: e Personal
handling apps Sources of protectiv
weather- weather-related € gears.
related e Assemble hazards.
hazards a kit with Effects of
essentials weather-related
such as hazards
water,
non-
perishable
food, first
aid
supplies,
flashlights
,and
others
o Develop
and
practice an
evacuation
plan,
9ncluding
routes and
meeting
points
e  Secure
outdoor

items




Assessment Criteria Train Num
. raining
Module Title U_nit _?_:ggﬁ;srgzd Servi - Requirements 2?
Title Elements | and ces | Underpinning I Suggested | pgyi
Learning Process Knowledge Resources Gl
Method Assessment Asse
ethods ssme Benrit
nt
1.2 U] Brainstorm | The student Hand | Detailed The following
. ing: Guide | should be able | ling | knowledge of: tools,
Handling | the students | to: mech | Methods used: | equipment
mechanic | 1o jdentify | e  Identify anica | The student and safety
al hazards | mechanical causes of | | should explain | gears are to
hazards and hazards hazar | mechanisms be available:
handling e Provide ds used in e Electrical
mechanisms guardsto | conf | controlling system/e
Questions machines | orm | mechanical quipment
& Answers: | «  Follow to hazards. .
Give direct operating | the o e Compute
questions to manual estab | Principles: The r
the students | 4 Use lishe | students should | e \Washing
to share Material d set | identify the machines
their Safety stand | principles of e  Operatin
knowledge Data Sheet | ards | handling g
around e Practice mechanical manuals
handling hygiene hazards e Material
mechanical | Sanitize Theories: The Safety
hazards. working student should Data
Group area and state the Sheets
Work: tools importance of e Calculato
Arrange e Attend controll?ng r.
students |g medical hmechgnlcal «  Cleaning
gggilg?]s tazrlls check-ups Ca}Zr?:[Jr;lstantial agents
. e Arrange ) e  Sanitizer
regarqhng work knovx_/ledge. s
handlmg place Detailed e Stationer
mechanical knowledge
hazards properly about: y.
. Ens_ure_ _ Sources of | ® Furniture
availabilit mechanical . Person_al
yof hazards protectiv
ventilation e gears
o Wear
protective
gears

10




Assessment Criteria Train Num
. raining
Module Title | pjt _?_:ggﬁ;srgzd Servi - Requirements 2?
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess A Knowledge Resources Gl
Methods Assessment SS€ per
ssme .
nt Unit
1.2 (a) Remo | Discussion: | The student Unat | Knowledge This element
) ving | Guide the should be able | tende | evidence: can be
Dealing unatt | studentsto | to: d Detailed achieved at
with ended | discuss a e ldentify items | knowledge of: - | the schoolor | ;3¢
accident items | range of the nature | remo | Methods used: | workplace
s and strategies of the item | ved | The student The following
fire geared e Reportto | as should list the tools,
towards the per procedures equipment
removing security estab | involved in and safety
unattended immediate | lishe | removing gears are to
items ly d unattended be available:
Demonstrat | ¢ Reportto | Stand | items e Telephon
ion: the police | ards | Theories: The e
Show the if student should e Emergen
process of suspicious explain the cy
removing of importance of reference
unattended explosive preventing informati
items materials accidents. on
Practical e Record the Circumstantial manual.
work: incident in knowledge: e Emergen
Guide  the the Detailed cy report
students in incident knowledge form.
manageable log about: e  Speakers/
groups  t0 | 4  Getthe e Knowl Public
remove details of edge of Address
unattended the guest prevent System
items e Record the lon_of | o Luggage
item in the bomb |4 Cleaning
lost & threats tools and
found log equipme
e Callthe nt
guest if
contact
details are
available

11




Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
. Process Knowledge Resources
Ll Assessment Asse w1k
Methods ssme per
nt Unit
(b) Discussion: | The student Detailed The following
Preve | Guide the should be able | Caus | knowledge of: - | tools,
nting | students to to: es of | Methods used: | equipment
cause | identify e Identify falls | The student and safety
s of | ways of causes of | prev | should gears are to
falls | preventing falls ented | chronologically | be available:
the causes e Puta in arrange the e Telephon
of falls warning accor | procedures of e
Discussion: sign at the | danc | preventing e Emergen
Guide the cause e to | causes of falls cy
students to e Remove the Theories: The reference
discuss the cause | Set student should informati
about the of the fall | stand | explain the on
strategies of | ¢  Return ards | importance of manual.
preventing working preventing e Emergen
the causes tools to causes of falls cy report
of falls store Circumstantial form.
e Remove knowledge: e Firstaid
Practical the Detailed Kit.
work: warning knowledge e  Stretcher
Guide the sign about: o  Speakers/
students to allowing Prevention  of Public
demonstrate people to accidents Address
how to pass System
E;i\ég?to ¢ |+ Handie o Signage
falls while catses of " cleaning
handling equipme
tools and nt
equipment
safely.
Role-Play:
Guide the
students in
small
groups to
simulate
real-world
scenarios
about
preventing
the  causes
of fall

12




Assessment Criteria

Num
. Training
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Mothods Assessment Asse o
ssme .
nt Unit
(c) Discussion: | e The Fire | Detailed The following
Preve | Guide the student accid | knowledge of: - | tools,
nting | students to should be | ent Methods used: | equipment
fire identify able to: prev | The student and safety
accid | various e Identify ented | should explain gears are to
ents ways of fire as steps involved be available:
preventing indications | per in preventing e Telephon
fire , estab | fire accidents e.
accidents e Identify lishe | Principles: The | e Fire
Role-Play: typesand | d student should extinguis
Guide causes of | stand | outline the hers
students in fire. ards | principles e \Water
small e Choose involved in sprinkler
groups to the preventing fire s
simulate specific accidents in e  Smoke
scenarios on fire- hotels detectors
preventing fighting Theories: The e Fire
fire equipment student should alarms
accidents . explain e Exit
Role_— e Inform the importance signs
Pla_ylng: guests. o_f prevgntlng «  Emergen
Guide the | ,  pMake fire accidents cy
students in people Circumstantial reference
small inventory. knowledge: informati
groups to |, Call the Detailed on
simulate fire knowl.edge manual.
real-world brigade. about: e Emergen
scenarios Precautionary
about ° Pre_pare measures in cy report
. incidental . form.
preventing event of fire L
fire report . F!rst aid
accidents kit

e  Stretcher.
e  Speakers/
Public
Address
System
e Signage
e Cleaning
tools and
equipme
nt

13




Assessment Criteria Num
. Training
Module Title . Suggested . : ber
U_nlt Teaching Servi - Requirements | ¢
Title Elements | and ces | Underpinning I Suggested | pgyi
Learnin Process Knowledge Resources
aming Assessment Asse ods
Method
ethods ssme per
nt Unit
(d) Brainstorm | The student Fire | Detailed The following
ing: should be able | event | knowledge of:- | tools,
Attendi Guide the to: atten | Methods used: | equipment
f en 'n? studentsto | ® Identify | ded | The student and safety
Ire even highlight the class of as should identify | gears are to
process of fire per | the procedures | be available:
attending e Pick the devel | involved in e Telephon
fire events correct oped | attending fire e.
Di L type of stand | events e Fire
Gls_%ustsr:on. fire ards | Principles: The extinguis
Stllj :j eilts et o extinguish student should hers
discuss ers explain the o Water
about the * Usea principles sprinkler
strategies of correct involved in S
attendging fire selecting e Smoke
fire events extinguish appropriate fire detectors
Role-Play: er ready extinguishers. e Fire
Guide the for and alarms
students in combating extinguishing e Exit
small fire the fire signs
e Pull the Theories: The
girr?]tﬁ):téo pin student should * (I:E;nergen
scenarios of | * Aimatthe lst: reference
attending fire * Causesof informati
fireevents | ® Sweepthe fire on
nozzle ® 1?ypeS of manual.
side to fie e Emergen
side cre:tlngmshe cy report
. . form.
ramtantal | i
Detailed kit.
knowledge e  Stretcher
about: e Fire
Precautionary Blanket.
measures in | ® Speakers/
event of fire Public
Address
System
e Signage
e Cleaning
tools and
equipme
nt

14




Assessment Criteria Train Num
rainin
Module Title | ypit -?—l;ggﬁ?rt]zd Servi - Requiregments 2?
Title Elements | and . ces | Underpinning I Suggested | pgyi
Learning rocess A Knowledge Resources Gl
Methods Assessment SS€ per
ssme .
nt Unit
14 @) Discussion: | The student First | Detailed The following | 180
Adminis o Guide the should be able | aid knowledge of: tools,
tering Providing | stydentsto | to: to Methods used: | equipment
first aid | firstaid 10 | gifferentiate | o  Apply injur | The student and safety
an injured | yarious direct ed should gears are to
and ways of pressure and | exemplify how | be available:
bleeding giving first on the cut | bleed | to administer e Telephon
person aid to orwound | ing first aid to e.
injured and with a perso | injured and e Emergen
bleeding clean ns bleeding person cy
persons cloth, provi | Principles: The informati
Role-Play: tissue or ded student should on
Guide piece of as identify manual.
students in gauze per principles e Emergen
small until the set involved in cy report
groups to bleeding stand | offering first aid form
simulate stops ards | toan injured e First aid
scenarios on | ¢  Clean and bleeding Kit.
providing gently a person e Stretcher.
first aid to cut or Circumstantial | , Signage
injured and wound knowledge: e Cleaning
bleeding with soap Detailed tools and
persons and warm knowledge g
quipme
water about: nt
e Protect the Safety _
wound, precautions in
apply the provision of
antibiotic first aid to
cream to injured and
reduce bleeding
risk of persons
infection
and cover
with a
sterile
bandage
e Calla
doctor for
further
treatment

15




Assessment Criteria

Training Num
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and . ces | Underpinning I Suggested | pgyi
Learning rocess Asse Knowledge Resources s
Methods Assessment per
ssme .
nt Unit
(b) Discussion: | The student First | Knowledge The following
. Lead the should be able | aid evidence: tools,
Providing | stydentsto | to: to Detailed equipment
firstaid 10 | giscyss s e Clearthe |unco | knowledge of: | and safety
UNCoNsCIo | apout place nscio | Methods used: | gears are to
US PErson | approaches | e Openthe | US The student be available:
of providing victim air | perso | should explain e Telephon
first aid to way ns how to e.
unconscious | ¢  Perform provi | administer first | ¢  Emergen
person artificial ded aid to cy
Role-Play: respiration | as unconscious informati
Guide the | ¢  Repeat per person on
students in until the set Principles: The manual.
small victim proc | student should e Emergen
groups  to chest rises | edur | select a few cy report
simulate e Don’t es principles form
scenarios on leave the involved in e First aid
providing victim offering first aid Kit.
first aid to alone to unconscious | 4 Stretcher.
unconscious | ~alra person . o  Signage
persons doctor for Circumstantial | Cleaning
further knowledge: tools and
treatment Detailed equipme
knowledge nt
about:
Safety

precautions in
the provision of
first aid
unconscious to
persons

16




Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(c) Discussion: | The student First | Detailed The following
Provi | Guide the should be able | aid knowledge of: | tools,
ding | students to | to: to a | Methods used: | equipment
first share their e Place | faint | The student and safety
aid to | understandi the ed should state gears are to
a ng about perso | perso | how to be available:
fainte | how first nto n administer first e First
d aidtoa the provi | aid to fainted aid
perso | fainted shade | ded person kit
n person is and as Principles: The e  Stret
offered safe per student should cher
Role-Play: enviro | set specify o Tele
Guide the nment | stand | principles phon
students in e Raise | ards | involved in e
small the offering first aid
groups  to legs to fainted person
simulate above Circumstantial
scenarios of the knowledge:
providing head Detailed
first aid to a o Let knowledge
faint person the about:
fainti Safety _
ng precautions In
perso the provision of
n sit first aid to a
in the fainted person
fresh
air
e Check
for
injuri
es
o Seek
medic
al
advic
eif
neede
d

17




Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Mothods Assessment Asse o
ssme .
nt Unit
(d) Discussion: | The student First | Detailed The following
Provi | Ask themto | should be able | aid knowledge of: tools,
ding | demonstrate | to to an | Methods used: | equipment
first how provide |e  Attemptto | elect | The student and safety
aid to | firstaid to turn the ricall | should describe | gears are to
an an power off |y how to be available:
electr | electrically at the main | shoc | administer first e Woo
ically | shocked switch ked aid to den
shock | person. e Remove perso | electrically pole
ed Role-Play: any n shocked person e Plast
perso | Guide the cable/pow | provi | Principles: The ic
n students in er tools ded student should soled
small still in as identify relevant shoe
groups to contact per principles S
simulate with the set involved in e First
scenarios of causality stand | offering first aid aid
providing e Protect ards | to electrically kit
first aid to from the shocked person e RUb
an ground Circumstantial ber
electrically with books knowledge: mats
shocked new Detailed e Eme
person papers/rub knowledge rgen
ber about: cy
matting Safety _ infor
e Check precautions in mati
whether or the provision of on
not the first aid to an man
causality is electrically ual
conscious shocked person e Eme
o Seek rgen
for cy
emerg repor
ency t
medic form
al
servic
e

18




Assessment Criteria - Num
Module Title | ypjt _?_:ggﬁ;sr:ed Servi -Fl;tr::]llr}ilpegments b? '
Title Elements | and ’ ces | Underpinning |/ Suggested geri
Learni Process Knowledge Resources
carning Assessment Asse ods
Methods ssme per
nt Unit
(e) Discussion: | The student First | Detailed The following
o Guide the should be able | aid knowledge of: tools,
Providing | sydents to: to a | Methods used: | equipment
firstaid to | giscuss e Floodthe | burnt | The student and safety
a  bumt | giverse injured perso | should describe | gears are to
person mechanisms areawith | n how to be available:
of providing cold provi | administer first | e  Telephon
firstaid to a running ded | aid to burnt e
burnt person water as person e Emergen
Questions e Gently per Principles: The cy
& Answers: remove stipu | student should reference
Ask the any lated | state the informati
students to jewellery, stand | principles on
illustrate the watches, ards | involved in manual
procedures belt or offering firstaid | o Emergen
for giving anything to burnt person cy report
firstaid to a from Circumstantial form
burnt person injured knowledge: e First aid
Role-Play: area Detailed kit
Guide the | o Cover area knowledge e Stretcher
students in with sterile about: e Bed
small dressing or Safety sheet.
groups to any non- precautions in | Blanket
simulate fluffy the provision of Si
scenarios material first aid burnt | 'gnage
related 10 |4  Bandage persons ¢ Cleaning
provision to very equipme
a burnt loosely i
person.

19




Assessment Criteria Train Num
rainin
Module Title | pjt '?’l;ggﬁ?rtzd Servi Requiregments 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
. Process Knowledge Resources
Ll Assessment Asse w1k
Methods ssme per
nt Unit
U] Discussion: | The student First | Detailed The following
Provi | Guide the should be able | aid knowledge of: | tools,
ding | studentsto to: to a | Methods used: | equipment
first discuss e Not heart | The student and safety
aid to | about panic | perso | should explain gears are to
a relevant e Call n how to be available:
perso | processes medic | provi | administer first e Telephon
n for giving al ded aid to a person e.
with firstaidtoa assist | as with a heart e Emergen
heart | heart- ance per attack cy
attack | attacked e Sitor | stand | Principles: The informati
person lie ards | student should on
Role-Play: down identify manual
Guide the principles e Emergen
students in patien involved in cy report
small t offering first aid form.
groups to while toapersonwith | ¢  First aid
simulate waitin a heart attack kit
scenarios g for Circumstantial | 4  stretcher
providing the knowledge: e  Bed sheet
related to ambul Detailed e Blanket
first aid to a ance knowledge '
heart- bout: * Emergen
and a cy
attacked loose Safety _ informati
person n the precautions in on
patien the provision of manual
th first aid to
an)}// persons with WE'E' get
tight . heart attack form
clothi
ng.
e Stay
calm.
o Give
nitro-
glycer
ine if
itis
prescr
ibed
to you
or the
perso
n you
are
with.
Nitro-
glycer
ine
helps
20 ease
chest
pain
by
openi
ng up
blood

vessel




Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(9) Discussion: | The student First | Detailed The following
o Facilitate should be able | aid knowledge of: tools.
Providing | the students | to: to a | Methods used: | equipment
firstaid 0 | tg exchange | e Encourage | choc | The student and safety
a chocked | jgeas around the ked | should indicate | gears are to
person how to casualty to | perso | how to be available:
provide first coughout | n administer first | ¢  Telephon
aidtoa the object | provi | aid to a chocked e.
choked e Stand ded person e Emergen
person slightly to | as Principles: The cy
person the side per student should informati
Role-Play: behind the | stand | outline the on
Guide the casualty, ards | principles of manual
students in and allow offering a e Emergen
small an choked person cy report
groups  to individual first aid form
simulate to bend Circumstantial | ¢  FEirst aid
scenarios slightly knowledge: kit
related t0 | e Forward Detailed e  Stretcher
first aid to a and give knowledge
choked sharp about:
person slaps to Safety
an precautions in
individual providing  first
e  Shoulder aid to choked
blades persons
(check the
mouth to
see if the
obstructio
nis
realised)
e Stand
casualty;
make the
first with
one hand
and
position
with
thumb
side
against the
abdomen
e Bend an
individual
slightly
forward,
o  Grasp first
with the
2dther
hand, and
pull
sharply
inwards
and
upwards

five (5)




Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(h) Discussion: | The student First | Detailed The following
o Lead the should be able | aid knowledge of: tools,
Providing | stydents to | to: to an | Methods used: | equipment
firstaid o | giscusshow | e  Givethe | aller | The student and safety
anallergic | 14 provide patient gic | should describe | gears are to
person first aid to total rest | perso | how to be available:
an allergic e Find out n administer first | ¢  Telephon
person the type of | provi | aid to an allergic e.
Questions food taken | ded | person e Emergen
& Answers: as possible | as Principles: The cy
Give direct causes of per student should informati
questions to allergic set identify on
students and reaction stand | principles manual.
receive e Giveany ards | involved in e Emergen
answers on medicatio offering first aid cy report
the first aid nor to an allergic form.
provision treatment person e Firstaid
procedures | o  \Wash the Circumstantial kit.
to an contact knowledge: e \Water
allergic area Detailed bucket
person thoroughly knowledge
Role-Play: with about:
Guide plenty of Safety
students in clean precautions in
small water if providing  first
groups  to the aid to allergic
simulate reaction persons
scenarios was
around  the caused by
first aid to chemical
an allergic exposure
person e Take the
patient to
the
hospital
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Assessment Criteria

Num
Trainin
Module Title | ypjt '?’l;ggﬁ?rtzd Servi Requiregments 2?
Title Elements | and ces | Underpinning I Suggested | pgyi
Learnin Process Knowledge Resources s
g Assessment Asse
Methods ssme per-
nt Unit
(i) Brainstorm | The student | First | Detailed The following
Provi | : should be able | aid knowledge of: tools,
ding . to: to equipment
first | Guide the drow | Methods used: | 35 safety
aid to stuc_ient to| e Move the | peg The stude_nt gears are to
drow deflne_ victim to a perso should explgm be available:
ned drowning, safe place. | how to provide
perso | list signs of corre | First Aid to a|e A set of
n a drowned | ¢ Open the ctly drowned person working/
erson and airway b i rofessio
Explain tiltingy thg g;)jw Principles: The gal
importance head back student  should uniforms
of providing and lifting explain e Appropri
First Aid to the chin. principles ate work
drowned involved in tools and
person e Pinch the providing  First equipme
nose of the Aid to drowned nt
Practical victim person e Appropri
work: closed :
Theories: ate |
Guide the persona
students to |© 1K€ @ The — student protectiv
orovide normal should describe e gears
First Aid to breath, the importance | ¢  Knowled
drowned cover the of  providing ge  of
person victim's First Aid to a safety
mouth drowned person signs
with yours e First Aid
to create Kit
an airtight N
e Swimmin
seal, and skills
then give . . g
2 one- Circumstantial
second knovx_/ledge:
breaths as Eetalled
you watch nowlledge
for the about:
chest  to « Occupatio
rnse. nal safety
] and Health
. Slveth two Act
reaths :
followed * Is_eI:\ljing
Z{est 30 Skills
compressi
ons
e Call an
ambulance
or send to
nearest
2hedical
facility
immediate
ly (If the
artificial
respiration
doesn’t

respond )




Assessment Criteria - Num
f . Suggested - Tram_lng ber
Module Title | pjt Tegghing Servi o Requirements |
Title Elements | and ces | Underpinning I Suggested | pgyi
Learnin Process Knowledge Resources Gl
g Assessment Asse
Methods ssme per
nt Unit
20 Exercising | 21 @) Brainstorm | The  student | Cust | Detailed The following
customer care . : should be able | omer | knowledge of: tools,
g
Exercisi | Handling _ to: servi | equipment
ng customer | Guide  the _ ce Methods used: | agng  safety
custome | corvices students to | e Listen hand | The student gears are to
r care define attentively | |ed should  explain | pa available:
customer to the | a5 customer
care, customer’s | per service e List of
customer concerns, | estab . hotel
service and questions, | |igy | rinciples: The services
; student  should
explain or ment O e Apen
importance complaints | stand _state prmuplt_es e A note
i involved in
of handling ards X book
customer e Allow handling e Video
services them  to customer clip
fully services
Interactive explain :
simulation their issue Theories: The
anpl . without stlud_ent shogrlld
animation: interruptin ¢ arify €
g importance  of
Guide the proper handling
students e Show of customer
through empathy services in the
interactive by hotel
simulation understand Ci o]
anq _ ing and k|rculm§tar.1tla
animation to acknowled nowleage.
visualize ging the Detailed
how to customer’s knowledge
handle emotions about:
customer
service e Remain Problem—
calm and solving skills
profession
al
e  Clarify
and  ask
questions
e Provide a
solution
e Apologize
if
necessary
e Follow up
corrective
measures
e ,froperly
ocument
the
customer’s
inquiry

concerns




Assessment Criteria o Num
: Suggested : Training ber
Module Title | pjt Tegghing Servi o Requirements |
Title Elements | and ces | Underpinning I Suggested | pgyi
Learnin Process Knowledge Resources s
g Assessment Asse
Methods ssme per
nt Unit
(b) Brainstorm | The  student | An Detailed The following | 60
. : should be able | excit | knowledge of: | tools,
Providing _ to: ing | equipment
an Guide  the servi | Methods used: | 559 safety
exciting student to | e Be _ ce to | The student | gears are to
ser\tllce to defl_r:_e an proactive | cysto sho_uld explalr:c be available:
customer | exciting mer | various ways o
service and | Product provi | Providing e List of
explain and_ ded exciting service hotel
importance SkerVICIed as to customers services
of nowledge o A pen
providing it Etilrnd Principles: The : Ap note
e Be
_ ards _stude_nt should book
Practical knowledge identify . Vid
demonstrat able about principles cli €0
ion: your involved in P
Show prC(JidUCt preventing
ow the an occurrence  of
process of services complaints
roviding an . .
Excitin g o Deliver Theories: The
. gt service student  should
service to timely summarise  the
customers to without importance  of
SEUde“tS in delays making
the customers
workshop. | ¢ Meet ; and satisfied
excee
Interactive customer’s Circumstantial
simulation satisfactio knowledge:
and n .
animation: i l[()etallleg
e  Address nowledge
Guide  the customers about:
students by their
through names and * Problem-
interactive titles solving
simulation skills
and e be
animation to humble
visualize when
how to delivering
provide an service
exciting
service to a | ® appear
customer presentabl
e and well
groomed
e Avoid
manneris
m

pds)




Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(c) Brainstorm | The  student | The | Detailed The following
L : should be able | custo | knowledge of: tools,
Listening . to: mers' equipment
to Guide the need | Methods used: | 5nq safety
customers stuc_jent to | ¢ Maintain ed The studgnt gears are to
for  the | define eye servi | should describe | pe available:
needed listening contact ce how to listen to
service and explain with  the | |isten | customers  for | e List of
importance customer; | gd the needed hotel
of listening | ¢  Not and | service services
to customers i ;
for the ;E(taerrupt :]Ejiigt Principles: The | ¢  Apen
needed customer: _stude_nt should )
service ) | 8s identify e Video
e Listentoa | per inciol clip
. customer set principies .
Interactive . involved in
simulation without stand | aotive listening | ¢ A
and judging or | ards notebook
animation: Jjumping to Theories: The
a _ student  should
Guide the conclusion list various the
students e Not to effects of not
through plan what properly
interactive to say next listening to
simulation e Not to customers  for
and impose the needed
animation to your service
visualize opinions _ )
how to or Circumstantial
listen solutions knowledge:
customers o Stay Detailed
for the focused knowledge
need_ed o Ask _ about:
service questions
when you Active listening
Ha_nds_—on need
activities: clarificatio
Guide the n
student in
manageable
groups to
demonstrate
how to
listen
customers
for the
needed
service

26




Assessment Criteria Num
. Trainin
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requiregments 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
. Process Knowledge Resources
Learning ods
Method Assessment Asse
ethods ssme per
nt Unit
(d) Brainstorm | The  student | Spec | Detailed The following
. : should be able | ial knowledge of: tools,
Handling . to: servi equipment
special Guide the ce Methods used: | 5nq safety
services student  to | Special for The student gears are to
for define services  for | jyier | Should identify | po available:
internal internal and | internal nal various ways of
and external customers: and handling special | ¢ Food
external customers exter | services for menus
customers | and explain | ® Save nal internal and _
the meals on | o | external e Drink
importance duty mers | customers lists
of handlin .
special 91« Offer :‘Z”d Principles: The | » Washing
services for transport ai student  should machine
. Services describe
internal and per Rath e Drying
external . principles :
e Provide set ; ; machine
customers . involved in
laundering | stand ; ;
P d handling special | , List of
Practical or. ards | services for ; ;
uniforms ; incentive
demonstrat internal packages
ion: e  Prepare customers
. Di n
Show the and offer Theories: The | *  Discount
incentive tud hould rates
rocess of student shou
P packages differentiate
handling ] Food
special e Offer between special Servi
services for discounted services _offered ce
iternal and staff rates to internal utens
ernal & customers  and ils
external e Offer those offered to
customers. employee external e Beverage
. awards customers service
Practical i
utensils
. Special Circumstantial
work: services  for knowledge:
Guide the | external .
Special hotel
?lgjr:j(:jelr;ts to | customers Services
special ¢ IOffeIrt
services for oyalty
internal and programs
external e Offer in-
customers room
Role check-in
playing
Activity:
Students to
handle
special 27
services for
internal and
external
customers
by
exchanging

roles




Assessment Criteria - Num
: Suggested : Training ber
Module Title | pjt Tegghing Servi o Requirements |
Title Elements | and ces | Underpinning |/ Suggested | pg
Learnin Process Knowledge Resources Gl
g Assessment Asse
Methods ssme per
nt Unit
22 @) Brainstorm | The  student | Gues | Detailed The following
. . : should be able | t knowledge of: tools,
Handlin | Recording ' to: com | equipment
g . guest . Guide the _ plain Methods used: | 5nq safety
complai | complaint stuc_jent to | e Listen to| g The stude_nt gears are to
nts S define guest the | recor sho_uld explain | pe available:
complaints complaini | ged various ways of
and explain ng guest | 55 handling guest
the with per complaints
importance concern set o _ e Note
of recording and stand Principles: The book
student  should
guest empathy ards O
complaints state principles | ® Pen
e Isolate the involved in
Practical guest  if receiving *  Wach
work: possible complaints e Telephon
e e
. e Stay calm, Theories: The
Guide the don’t student should
students respond explain the
how to with importance  of
record guest hostility proper handling
complaints of guest
e Use the complaints
guest’s ) )
name Circumstantial
e  Take notes Detailed
knowledge
o Tell the about:
guest what
can be Prob_lem— .
done solving skills
while
offering
him or her
choices

e Set an
approxima
te time for
completio
n of
corrective
actions

e  Monitor
the
progress
of the
corrective

J&ctions

e Follow-up
by
someone
else by
calling the

guest or
ackina




Assessment Criteria Train Num
: raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(b) Brainstorm Com | Detailed The following | 60
. : plain | knowledge of: tools,
Resolving The  student | s equipment
complaint | Guide the | should be able | ;o5o | Methods used: | 54 safety
S student  to | to: ved The student gears are to
define as should explain | pe available:
resolving e Bean per various ways of
complaint active set resolving e Note
and explain listen stand | complaints book
the e ards L
importance Principles: The | ¢ Pen
of resolving e Show student  should
complaints empat relate principles | ® Watch
hy involved in
Interactive preventing e Telephon
simulation * Alwa recurrence  of €
and ys complaints e Video
animation: remal . :
n Theories: The clip
Guide the calm student  should
students and describe
through profes importance  of
interactive sional proper resolving
simulation . of guest
and * Clarif complaints
animation to y and _ _
visualize ask Circumstantial
how to questi knowledge:
resolve_ one Detailed
complaints. e Provi knowledge
Hands-on de a about:
activities: Z(r)lluu Customer care
Guide the
students in * Apolo
manageable gize if
groups to neces
resolve sary
complaints Follow up
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Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(c) Brainstorm | The  student | Com | Detailed The following
. : should be able | plain | knowledge of: | tools,
Handling . to: ts equipment
complaint | Guide the throu | Methods used: | 544 safety
s through _stude_nt to . Be_an gh The stude_nt gears are to
telephone | identify active | telep should  explain | pa available:
types of listen | hone | Various ways of
complaint er hand | handling e Note
and explain e Show | |ed complaints book
the empat | as through
iTp?]rtagﬁe hy by | per telephone e Pen
o handling under o
complaints standi 2f;nd Principles: The | ¢ Watch
through ng ards student —should | | Telephon
telephone and identify e
principles
. ackno ' .
I_nteraci_:lve wledg |nvo.lv_ed in |, Complai
simulation ing receiving nt record
angl . the complaints from sheet
animation: custo customers _
Guide the mer’s Theories: The | ° Vll_deo
students emoti student  should clip
through ons explain the
interactive e Alwa importance  of
simulation ys telephone in
and remai solving  guest
animation to n complains
visualize calm _ _
how to and Circumstantial
handle profes knowledge:
complaints sional Detailed
through *  Seek knowled
e ge
telephone clarifi about:
cation :
Practical to Telephone
work: fully etiquette
. under
Guide the stand
students to the
demonstrate issue
on how e Provi
address de a
complaints soluti
through on
telephone e Apolo
while gize if
handling neces
tools and sary
equipment Follo
safely. wWup
30 Recor
d the
compl

aint




Assessment Criteria - Num
: Suggested : Training ber
Module Title | pjt Tegghing Servi - Requirements | ¢
Title Elements | and ces | Underpinning I Suggested | pgyi
Learnin Process Knowledge Resources Gl
g Assessment Asse
Methods ssme per
nt Unit
(d) Brainstorm | The  student | Gues | Detailed The following
. : should be able | t knowledge of: tools,
Following . to: satisf equipment
-up guest | Guide the actio | Methods used: | 359 safety
satisfactio | student to e Send |p The student gears are to
n list steps of a follo sho_uld describe | pe available:
following- “Tha | \ed- | various ways of
up guest nk up as following up e Gues
satisfaction you per guest t
and explain messa | get satisfaction satisf
the ge” stand . actio
; Principles: The
Importance for | ards studen!co should n
of the stayin ; quest
following- g at illustrate ionn
up guest the prmuples . aires
satisfaction hotel :cn‘I’IOIV‘?d In e Feed
. after ollowing-up back
Practical depart guest form
work: ure satisfaction s
) . Use Theories: The e Phot
Guide the : student  should ocop
students to questi :
onnair clarify the y
follow-up importance  of mac
guest es guest hine
satisfaction e  Make satisfaction to a o Files
a hotel
2_6{5? Circumstantial
Derso knowledge:
n Detailed
feedb knowledge
ack about:
by
talkin e  Customer
g to care
guests
directl
y
e Analy
se
guest
feedb
ack
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Assessment Criteria Train Num
rainin
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requiregments 2?
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
23 @) Brainstorm | The  student | Dieta | Detailed The following | 60
i ) : should be able | ry knowledge of: tools,
Handlin | Handling to: requ equipment
g guest | dietary Guide the ests Methods used: | 5nq safety
special requests student  to o Identi | hang | The student gears are to
requests define fy led should be available:
dietary, dietar | g5 describe how to
dietary y per handle dietary e Diar
request, and reque | get requests y
explain the sts
im?)ortance from Ztr?jr;d Principles: The e Note
of handling guests _stude_nt should book
dietary at a identify
requests very _prlnuples _ o Tele
initial involved In phon
Hands-on stage attending to e
activities: of gues_t _with . Food
Guide the servic f]zgglsal dietary label
: e by
students in i S
manageable askin Theories: The
groups to Y student  should e Buff
handle them illustrate ~ the et
dietary e Write importance  of coun
requests dlc;wn proper and ter
all timely handling .
de“’“'f dietary requests * ﬁgrw
s 0
guests Circumstantial utens
’ knowledge: ils
Sletar Detailed e Food
requir knowledge men
ement about: us
S Food menus
e Com
munic
ate all
dietar
y -
requir
ement
s to
kitche
n,
restau
rants,
bar
and
front
office
39 Label
all
food
items
on the
buffet
count

er by

LIt NA




Assessment Criteria Traint Num
rainin
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requiregments 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources ods
Assessment Asse
Methods ssme per
nt Unit
(b) Brainstorm | The  student | Baby | Detailed The following
] : should be able | - knowledge of: tools,
Handling ] to: sittin equipment
babysittin | Guide the g Methods used: | 5nq safety
g requests stuc_jent to e Identi requ The stude_nt gears are to
define fy ests | should explain | pa available:
babysitting guest | pand | how to handle
and explain reque | jed babysitting e Com
the st for | 55 requests puter
importance baby- o e Print
of handling sitting Estr Principles: The er
babysitting o Fillin | stand stude_nt should . Tele
requests the ards mention phon
reque _prlnuples _ e
Hands-on st involved in «  Phot
activities: form handling 0o
. : babysitting P
Guide the with requests y
students  in the mac
manageable follo Theories: The hine
groups  to wing student  should e Files
handle detail describe  the e Baby
babysitting S importance  of sittin
requests o G handling g
u babysitting requ
€ requests est
st properly form
n . . e Pen
a Circumstantial
m knowledge:
? Detailed
P knowledge
ar about:
€ Order-taking
nt skills
n
a
m
e
o P
ar
e
nt
§
m

® 2.°

33
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Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(c) Brainstorm | The  student | VIP | Detailed The following
. : should be able | guest | knowledge of: | tools,
Attending . to: s equipment
VIP Guide the atten | Methods used: | 54 safety
guests student  to o Assig | deq | The student gears are to
define VIP n as should be available:
and identify specif | per demonstrate
categories ic set how to attend e Roo
of VIP in (front | gtand | VIP guests ming
hotel ;)Ttgif ads | principles: The . ll::[gi
Interacyve to studept should strati
simulation handl ex_pla_m on
anq _ e the _prlnuples _ form
animation: guests mvoIv_ed in s
Gui when attending  VIP e Fron
uide the N guests
students amvi t
through ng, Theories: The desk
interactive e Alloc student  should e Food
simulation ate describe the men
and best importance  of u-
animation to rOOMSs proper handling e Dirin
visualize for of VIP guests ks
how to the ) ) list
attend VIP quests Erllgwlf:dﬁ?tlal e Mini
guests suitab % bar
Hands-on le to Detailed * Vide
activities: their knowledge 0
needs/ about: clip
Guide the status, .
students  in VIP matrix
manageable e Pre-
groups  to regist
practice er the
how to guests
attend  VIP waitin
guest g for
their
signat
ures
e Prepa
re a
separa
te
quick
check
-in
prefer
ably
34 in-
room
check
-in
e Prepa
re in-
room

dinina




Assessment Criteria - Num
: Suggested : Training ber
Module Title | pjt Tegghing Servi o Requirements |
Title Elements | and ces | Underpinning |/ Suggested | pg
Learnin Process Knowledge Resources Gl
g Assessment Asse
Methods ssme per
nt Unit
(d) Brainstorm | The  student | Gues | Detailed The following
. : should be able | t knowledge of: | tools,
Handling ) to: with | equipment
guesf[ with | Guide the Speci Methods used: | 5nq safety
special student  to | Guests on | g The student gears are to
need defin_e guest | wheelchairs: need | should illustrate | po available:
special s how to handle
needs and o Provi |\ ond | guest with e Whe
explain the de led special needs el
importance access | o . chair
of handling ible per Principles: The
guest  with rooms set stude_nt should o Tele
special need with | g | mention phon
featur q principles e
Interactive es ares | jnvolved in
simulation such handling guests * Roll-
and as with special in
animation: roll-in needs show
. showe . ers
Guide the s Theories: The
students ’ student  should e Ram
grab .
through bars outline the ps
interactive and ’ importance  of .
simulation lower handling guests e Brail
and with special le
- ed signa
animation to beds needs Y
- - e
visualize . . g
how to e  Provi Clrcumstar.mal an_d
handle guest de knowledge: galse
with special access Detailed door
needs ible
) knowledge fram
ameni about:
ties es
Group such Customer care o Audi
discussion; as 0
ramps men
Guide the , us
students in elevat
manageable ors, e Larg
groups and e-
describe access print
different ible mate
ways to parkin rials
handle guest g
special space e Low
request S ered
beds
o  Offer
wheel e Vide
chair o
rental clip
s
35 « Amp
e  Assist lified
with telep
|ugga hone
ge S
and .
Visu
trans ¢
P al

ortati




Assessment Criteria

Num
Trainin
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requiregments 2?
Title Elements | and ces | Underpinning I Suggested | pgyi
Learning Process Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
30 Washing | 31 @) Brainstorm | The student | Hote | Detailed The following | 80
hotel  linen, | Washing Recei | : should be able | | knowledge of: | tools,
guest hotel ve . to: linen equipment
laundries and | linen hotel | Guide  the _ s Methods: The | and safety
staff uniforms linen | Student to | e  Receive corre | student should | gears are 1o
define linen, hotel linen | ¢qy | explain how 10 | he ayajlable:
identify e Record wash | receive hotel
types of hotel linen | gd as | linen e A set of
hotel linen in the L working/
and explain Laundry gset;b Principles: The professio
importance book lishe _stude_nt should nal
of receiving | e  Inspect d identify uniforms
hotel linen and sort | stand prmCIpIeS . e Work
. hotel linen | ard mvo_lv_ed In tools and
Practical receiving hotel ;
. equipme
demonstrat linen nt
on. Theories: The | ® Personal
Show the student  should protectiv
process of explain the ways € gears
receiving of _receiving
hotel linen hotel linen

to students
in the
workshop.

Hands-on
activities:

Guide the
students in
manageable
groups to
demonstrate
how to
receive

hotel linen

Circumstantial
knowledge:
Detailed
knowledge
about:

Store receiving
procedures

36




Assessment Criteria

Num
. Training
Module Title | pjt -?—l;ggﬁ?rt]zd Servi Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources ods
Assessment Asse
Methods ssme per
nt Unit
(b) Brainstorm | The student | Hote | Detailed The following
. : should be able | | knowledge of: tools,
Washing . to: linen equipment
hotel Guide the wash | Methods used: | 544
linen student  to | e Weigh ed as | The  student equipment
identify hotel linen per should illustrate | should be
types  of | o Load hotel | gstab | hOW to wash | 5yqiaple:
hotel linen linen in | |ishe | hotel linen
and explain washing d . e A set of
the machine | sang | _rinciples: The working/
importance | o Select ards | Student  should professio
of washing washing \_erte prmuplgs nal
hotel linen program InVOIYEd n uniforms
washing  hotel
Hands-on s Prepare linen * Work
activities: and _pour tOOI-S and
' washing Theories: The equipme
Guide  the detergents student  should nt
students in | e  Perform describe  the | ® Personal
manageable washing importance  of protectiv
groups to | e Dry hotel washing  hotel € gears
wash  hotel linen linen e Washing
linen e Press hotel ) ) machine
linen Circumstantial | o Washing
. Fold the knOW|Edge: detergent
linen Detailed
knowledge
Hotel linen
washing
principles
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Assessment Criteria

Training Num
Module Title | ypjt -?—l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Method Assessment Asse
ethods ssme per
nt Unit
(c) Brainstorm | The student | Hote | Detailed The following
. : should be able | | knowledge of: tools,
Issuing . to: linen equipment
h_otel Guide the corre | Methods used: | 54 safety
linen stuc_ient to| e !—|an_dover ctly The stude_nt gears are to
define issuing issue | should explain | ho ayailable:
issuing hotel request d as |how to issue
linen  and form  to | gstap | hotel linen e A set of
explain its linen/ i . working/
importance laundry gShe Principles: professio
attendant | stand | The  student nal
ch?quv?tsi;sl? e Verifyand | ard | should identify uniforms
sign  the principles e Work
Guide the request involved in tools and
students in form issuing  hotel equipme
manageable | ® Issue linen nt
groups  to clean linen ) e Personal
issue  hotel as per Theories: The protectiv
linen request student  should e gears
e Collect describe the | ¢  Hotel
issued importance  of linen
linen issuing  hotel issue
linen form

Circumstantial
knowledge:
Detailed
knowledge
about:

Linen
issuing
procedures

store
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Assessment Criteria

Num
Trainin
Module Title | ypjt '?’l;ggﬁ?rtzd Servi Requiregments 2?
Title ces | Underpinning /' Suggested :
Elements | and . Process Knowledge Resources e
Learning - — Asse ods
Methods ssme per
nt Unit
32 @) Brainstorm | The student | Gues | Detailed The following | 100
. : should be able | t knowledge of: tools,
Wash Receiving _ to: laun equipment
guest guest Guide  the dries | Methods used: | 35 safety
laundrie | laundries | student to | ¢ Collect corre | The student gears are to
s define and ctly should indicate | pe available:
laundry and deliver recei | Steps of
identify guest ved receiving guest | ¢ A set of
types of laundry as laundries working/
guest bag er Lo professio
laundries accompani Etabli Principles: The nal
and explain ed  With | gheq | Student should uniforms
the laundry stand state the |'s work
importance list ard principles . tools and
of receiving | ¢  Handover involved In equipme
guest the list to receiving - guest nt
laundries laundry laundries e Personal
Theories: The :
. attendant protectiv
Practical for student  should e gears
demonstrat verificatio explain the | o L aundr
ion: n importance  of bags y
. receiving guest
¢ rRef:%ergli{n d laundries ¢ :Taundry
Demonstrate ; _ , Ist
the steps of sign. Circumstantial
receiving s Retain knowledge:
quest laundry Detailed
laundries list  for knowledge
b!llmg and about:
dispatch Linen store
receiving
Hands-on procedures
activities:
Guide the
students in
manageable
groups to
receive
guest
laundries
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Assessment Criteria

Num
. Trainin
Module Title | ypi -?—l;ggﬁ?rt]zd Servi Requiregments 2?
Title Elements | and ces | Underpinning I Suggested | pgyi
Learning Process Knowledge Resources ods
Assessment Asse
Methods ssme per
nt Unit
(b) Group The student | Gues | Detailed The following
. discussion; | should be able | t knowledge of: tools,
Washing _ to: laun equipment
guest Guide the dries | Methods used: | 54 safety
laundries | students in | e sort and | corre | The stud_ent gears are to
manageable inspect ctly should describe | pe available:
groups  to | e  Separate wash | how to wash
discuss against ed as | guest laundries e A set of
Importance washable r o working/
of or  non- Esetab Principles: The professio
washing washable | |ighe | Student - should nal
guest e Weighand | g identify the uniforms
laundries load stand | Principles o \work
. e Select ard mvolyed n tools and
Practical : washing  guest ;
demonstrat washing laundries equipme
. program nt
on. e Wash Theories: The | ® Personal
Show the | ® Dry/tumbl student  should protectiv
process  of e dry describe the € gears
washing e Press and importance  of | ® Weigh
guest fold guest washing  guest scale
laundries laundry laundries e Washing
e Charge ) ) machine
to students « Dispatch Circumstantial | ¢ prying
in the the guest ::()r;?;\llllggge machine
workshop. laundry knowledge
Hands-on about:
activities: .
e  Sorting
Guide the guest
student in laundries
manageable e  Textile care
groups to label
wash guest
laundries
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Assessment Criteria

- Num
: _ Suggested : Training ber
Module Title | pjt Tegghing Servi o Requirements |
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(c) Brainstorm | The student | Gues | Detailed The following
. : should be able | t knowledge of: tools,
Charging . to: laun equipment
guest Guide the dries | Methods used: | 54 safety
Iaundries Student tO ] Arrange corre The StUdent gears are to
define washed ctly should  explain | pa available:
laundry clothes as | char | how to charge
charges, list per their ged guest laundries | e A set of
elements of types as o working/
laundry o Identify per Principles: The professio
charges and washing ostab student should nal
explain the cost  of | [ishe | U5¢ . the uniforms
importance each type | ¢ principles 1 ¢ \york
of charging of washed | stand ";]VOI\./Ed |r: tools and
guest clothes ard | charamng - gues equipme
laundries e Add the laundries nt
. values to Theories: The | ®© Personal
Practical get a total d hould protectiv
demonstrat student shou
ion: e Post the highlight the e gears
: total importance  of | ® calculato
Show  the charges to charging  guest r
process - of :Zzpective faunries
;zzggt;mg guest Circumstantial
laundries account knowledge:
Detailed
to students knowledge
in the about:
workshop. .
P Charging
Hands-on washed clothes
activities:
Guide the
students in
manageable
groups to
charge guest
laundries
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Assessment Criteria Train Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources ods
Assessment Asse
Methods ssme per
nt Unit
33 @) Brainstorm | The student | Staff | Detailed The following | 72
Recei | : should be able | unifo | knowledge of: tools,
. ving . to: rms equipment
Washing staff | Guide the corre | Methods used: | 54 safety
staff unifo | student to | e  Receive ctly The student gears are to
uniform rms list types of staff recei | should illustrate | e available:
S staff uniforms ved how to receive
uniform and | ¢  Sort and | g staff uniform e A set of
explain the inspect L working/
importance sta?f Eset;b Principles: The professio
of receiving uniforms | [ighe | Student  should nal
staff d E)Ir?:cfi};)les the uniforms
uniform stand involved in | ° Work
ard L tools and
Hands-on receiving staff ;
o . equipme
activities: uniforms nt
Guide the Theories: The | * Personal
students in student  should protectiv
manageable explain the € gears
groups  to importance  of | ® Laundry
receive staff receiving staff humper/t
uniform uniform rolley
e Laundry
Circumstantial list

knowledge:
Detailed
knowledge
about:

Staff  uniform
receiving
procedures
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Assessment Criteria

- Num
: Suggested : Training ber
Module Title | pjt Tegghing Servi o Requirements |
Title Elements | and ces | Underpinning I Suggested | pgyi
Learnin Process Knowledge Resources ods
g Assessment Asse
Methods ssme per
nt Unit
(b) Brainstorm | The student | Staff | Detailed The following
. : should be able | unifo | knowledge of: tools,
Washing . to: rms | equipment
sta'ff Guide the corre | Methods used: | 54 safety
uniforms s'tudent to | e sort and ctly The stude_nt gears are to
list types of inspect wash | Should —explain | e available:
staff e Weighand | gd g5 | how to wash
uniforms load per | Staff uniform e A set of
and explain | ¢  Seglect estab . working/
the washing | lishe Principles: The professio
importance program q student  should nal
of washing | o Wash the | stand | “°¢. . the uniforms
taff ; principles
stal uniforms | ard i volved .| e« Work
uniform e Drv/ Involve n tools and
/ ybl washing  staff equipme
Hands-on t“”ﬁ € uniform
activities: drying nt
e Press and Theories: The | ®  Personal
Guide the fold staff student  should protectiv
students in uniforms describe the € gears
manageable | ¢ Dispatch importance  of | ® Wash_lng
groups  to to  staff washing  staff machine
wash  staff uniform uniform e lron
uniforms room . . e lron
attendant Circumstantial board

knowledge:
Detailed
knowledge
about:

Washing  staff

uniforms

43




Assessment Criteria Num
. Training
Module Title | pjt -?—l;ggﬁ?rt]zd Servi Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources ods
Assessment Asse
Methods ssme per
nt Unit
(c) Brainstorm | The student | Staff | Detailed The following
. : should be able | unifo | knowledge of: tools,
Issuing . to: rms equipment
sta'ff Guide the _ corre | Methods used: | 54 safety
uniforms s'tudent to | ¢« Receive ctly The student gears are to
list types of and record | jsque | Should state | pe available:
staff soiled d as |how to issue
uniform and staff per | Staff uniform e A set of
explain  the uniforms | gsta o working/
importance | o Inspect for Iish: Principles: The professio
of issuing damages, q _stude_nt should nal
staff missing stand Id?ntl_fy uniforms
uniforms buttons | arg | PHNCIPIES g work
Hands-on and stains :gs\,ﬁ)ilr:/ed stalf?f tools and
activities: * Tag staff uniforgr]n equipme
) uniform nt
Guide the | ® Issue fresh Theories: The | ® Personal
students in staff student should protectiv
manageable uniform provide the e gears
groups  to against importance  of | ® Clothes
issue  staff soiled on issuing  staff tags
uniforms e  Obtain uniform
staff
Signa‘[ure Circumstantial
when knowledge:
issuing Detailed
knowledge
about:
Staff  uniform
store —issuing
procedures
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Assessment Criteria Traint Num
. raining
Module Title | ypit .?_l;ggﬁ?rt]zd Servi - Requirements 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
: Process Knowledge Resources
Ll Assessment Asse ods
Methods ssme per
nt Unit
34 @) Brainstorm | The student | Gues | Detailed The following | 70
Performi . : should be able | t knowledge of: tools,
ng dry | Preparing ] to: laun equipment
cleaning guest' Guide the _ dries | Methods used: | 54 safety
laundries stuc_jent to | ¢ Receive for The _student gears are to
for _dry deflng dry and record dry should illustrate | pe  available:
cleaning cleaning and guest dry | clean | how to prepare
explain the cleaned ing guest laundries | ¢ A set of
importance items corre | for dry cleaning working/
glfjezzepa“ng o Verify dry | ctly Principles: The professio
_ cleaned prep q hould nal
laundries for guest ared student  shou uniforms
dry cleaning items by | g5 | 1K€ nto | o work
using per ac_cogn} tools and
Hands-on laundry estap | PHNCIPIES ) equipme
activities: list lishe mvolvgd in nt
. preparing guest
Guide the | ® Inspect for | d | . e Personal
. ; aundries for dry X
students in stain, stand cleaning protectiv
manageable damages ard e gears
groups  to and sharp Theories: The | ® Safety
prepare items and student  should signs
guest specific describe  the | ® Cloth
laundries for solvents importance  of tags
dry cleaning | ® Mark/tag preparing guest
dry laundries for dry
cleaned cleaning
items
Circumstantial
knowledge:
Detailed
knowledge
about:

e  Sustainable
environmen
tal practices

e  Lifeskills
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Assessment Criteria Num
. Trainin
Module Title | pjt _?_:ggﬁ;srgzd Servi Requiregments 2?
Title Elements | and ces | Underpinning |/ Suggested | pg
Learning Process Knowledge Resources Gl
Assessment Asse
Methods ssme per
nt Unit
(b) Brainstorm | The student | Gues | Detailed The following
: should be able | t knowledge of: tools,
Dry-- _ to: laun equipment
cleaning Guide the dries | Methods used: | 54 safety
guest' studept to| e _Sort and | corre | The stud_ent gears are to
laundries | explain inspect ctly should describe | pe available:
procedures e Separate dry- how to dry-
involved in against clean | clean guest | o A set of
dry cleaning washable | g as | laundries working/
guest or  non- . rofessio
laundries washable Egtrab Principles: The 2al
and explain | o Identify lishe _stude_nt should uniforms
the solvent be | ¢ identify e Work
importance used stand | Principles tools and
of _ against ard involved in dry- equipme
drycleaning textile cleanlr)g guest nt
guest care label laundries e Personal
laundries e Weigh and Theories: The protectiv
it load student  should e gears
Study visit: e Select explain the | ® Safety
Teacher to washing importance  of signs
organize program dry-  cleaning | ® Occupati
study visit | ¢  Dry- guest laundries onal
and  guide cleaning ) ) safety
the student | e  Airing Circumstantial | o weigh
to explore | e  Pressing knowledge: scale
procedures and Detailed e Calculato
of dry- folding knowledge r
cleaning e Charging about: e Dry-
guest o Dispatchin e Sustainable cleaning
laundries a g environmen machine
ne_arby hotel tal practices
with dry . .
cleaning o Lifeskills
facilities for
the student
to learn
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Assessment Criteria - Num
: Suggested : Training ber
Module Title | ypjt Tegghing Servi - Requirements | ¢
Title Elements | and - ces | Underpinning |/ Suggested | pg
Learning rocess Knowledge Resources Gl
h Assessment Asse
Methods ssme per
nt Unit
(c) Brainstorm | The student | Gues | Detailed The following
. : should be able | t knowledge of: tools,
Charging . to: laun equipment
guest Guide  the dries | Methods used: | 35 safety
laundries studept to | e List corre | The student gears are to
explain list washed ctly should state | pe available:
elements of laundries char | how to charge
guest as per | ged guest laundries e A set of
laundry their types | a5 . working/
charges and | e  Identify per Principles: The professio
explain the washing estab student should nal
importance cost  per | lishe !ISt procedur(_es uniforms
of charging eachtype | g involve N e  Work
guest e Add the | stand f:l?nrglr?gs guest tools and
laundries cost of | ard equipme
Hands-on Washhlng Theories: The nt
activities: eac student should | ®
' laundry describe the | © Compute
Guide the | ® Gettotal importance  of r skills
students in |e Post to charging guest | ® Calculato
manageable respective laundries r
groups  to guest e Laundry
charge guest account list
laundries Circumstantial
knowledge:
Detailed
knowledge
about:
Charging of
guest laundries
Form Two
Table 4: Detailed Contents for Form Two
Modu Assessment Criteria . Num
le Unit Suggested ;reztr}ilpegments/ ber
Title - Teaching Service | Knowledge of
Title E'emem p— s Assessment Suggested Perio
Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
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Modu

Assessment Criteria

Num

le Unit Suggested -FI;:;S;Pegments/ ber
i Teachin i Knowledge of
Title | Title Element and g Serwce Assessmegnt Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
10 11 @ Brainstor | The student should | Guest Detailed The  following | 195
. Pre | m: be able to: room knowledge of: | tools, equipment
Prepar | Cleanin pari _ prepare and safety gears
ing g guest ng a Guide the e Enter ald for | Methods used: | gre to available:
and room gue student to room cleanin | The student
cleani st define g as per should explain | ¢ A set of
ng roo | hotel guest e [Inspect the | how to prepare working/prof
guest m | room, list bed standar | 9uest room for essional 180
rooms for | types of ds cleaning uniforms
clea | hotel * Lnspg{ct o e Work tools
nin_ | guestroom urniture Principles: and
g and . e Check the Thhe y student equipment
explain the walls  and shoul e Personal
importanc baseboards mention protective
e of prmmples _ gears
preparing e Examine mvolvgd N Maids’/Hous
guestroom carpets and preparing guest ekeeping
for rugs room for trolle
ys
cleaning _ cleaning . SOP for
Group " curtaims and Theories: cleaning 2
discussion blinds hotel  guest
_ The  student room
' e Check §hou|d list the
Guide hidden importance of
students in areas preparing guest
manageabl room for
e groups cleaning
to _ discuss Circumstantia
reasons for I knowledge:
preparing Detailed
guestroom knowledge
for . about:
cleaning
Guest room
Hands-on preparation
activities: procedures
Guide the
students in
manageabl
e groups
to
demonstra
te how to
prepare
guest
room for
cleaning
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Num

Assessment Criteria -
:\QOdu Unit Suggested -FI;::SiIPegments/ ber
Title | Title Element ;r:(?chmg Serwce ig:ev:;zjgri Suggested Ig];rio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
(b) Brainstor The Bathroo | Detailed following
. m: student m knowledge of: | tools, equipment
Cleanin . should be | cleaned and safety gears
g the | Guide the able to: as per Methods used: to be
bathroo | student to establis | The student | available:
m define Gather hed should explain
bathroom cleaning standar | how to clean A set of
and supplies, a | g the bathroom working/prof
explain the sponge  or o essional
importanc cloth, a Principles: uniforms
e of scrub brush The  student Work  tools
cleaning (for  tough should arrange | 5
the stains), a systematically equipment
bathroom cleaning principles Personal
. solution, |nvol\_/ed n protective
Practical and  some cleaning  the gears
demonstr water bathroom Guestroom
ation: Remove Theories: Attendant
any items Trolley
like soa The student Cleaner’s
Demonstra dishes o? should caddy
te the toothbrush describe the SOP for
steps of holders importance  of cleaning
cleaning from cleaning  the bathroom
Lheh around the bathroom Bathroom
athroom sink : : amenities/su
to students Use warm C|rcumstant|a. pplies
in the water to :Detl;r:g(\;vledge.
workshop. rinse  the K
basin and nowledge
Hands-on remove any about:
activities: loose debris e Occupational
Guide the ﬁg;'\ir o health  and
students in scrub. b safety
manageabl . y *Bathroom
e groups :SIOnng o 0?" Clean!ng
to clean pong supplies
brush to
the
scrub  the
bathroom basin
paying
special

attention to
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Modu
le
Title

Unit
Title

Element
S

Suggested
Teaching
and
Learning
Methods

Assessment Criteria

Process Assessment

Service
S

AsSess
ment

Knowledge
Assessment

Training
Requirements/
Suggested
Resources

Num
ber
of
Perio
ds
per
Unit

any stains
or build-up
Rinse  the
basin  well
with warm
water to
remove all
cleaner
residues
and any
loosened
grime
Wipe the
basin  dry
with a clean
cloth or
towel This
helps
prevent
water spots
and keeps it
looking
shiny
Replace
any items
you
removed
earlier

(©

Cleanin
g
furniture
and
fixtures

Discussio
n:

Guide
students in
having
lengthy
conversati
ons about
cleaning
furniture
and
fixtures

Practical
demonstr
ation:

The student should
be able to:

Identify
high-touch
areas,
elevator
buttons,
handrails,
door
handles,
control
panels,
walls

Clean
surfaces

Disinfect
high-touch

Furnitu
re and
fixtures
cleaned
as per
establis
hed
standar
d

Detailed

knowledge of:

Methods used:

The

student

should explain
how to clean

furniture
fixtures

Principles:
The
should
understand
principles
involved
cleaning
furniture
fixtures

and

student

in

and

The

following

tools, equipment
and safety gears

are

to be

available:

A set of
working/prof
essional
uniforms
Work tools
and
equipment
Personal
protective
gears
Guestroom
Attendant
Trolley
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Num

Modu Assessment Criteria -
le Unit Suggested -FI;:;S;Pegments/ ber
i Teachin i Knowledge of
Title | Title Element and g Serwce Assessmegnt Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
Use the areas Theories: e Cleaner’s
process of . caddy
cleaning e Wipe down The  student | | Ladder
furniture surfaces shoulq e SOP for
and describe  the cleaning
X Dispose i t f .
fixtures ° importance o
to students e Make final furniture  and
i fixtures
wgrlfsho checks
P- (Inspect) Circumstantia
activities: Detailed
cuide th kgowledge
uide the about:
students in
manageam OPrincipIe_S of
e groups Cleanlng
to clean furniture
furniture oPrinciples  of
and cleaning
fixtures fixtures
(d) Brainstor | The student should | The Detailed The  following
Maki m: be able to: bed knowledge of: | tools, equipment
aking made and safety gears
the bed | Guide the [e Pull outthe bed | 55 per Methods used: | 4¢ toy J be
student to . establis | The  student | ayaijaple:
define bed |®  Strip the bed hed should
making describe howto | ¢ A set of
Inspect the bed | Standar .
and * make a bed orking/prof
explain the |®  Leave the bed @ . \e,\;sioga?p
importanc or_:_alr at ?rr]muple;s:d . uniforms
e of |* urn or rotate e studen
making the mattress in should * ngrk tools
the bed accordance with mention equipment
house policy principles e Personal
Practical |e  Spread under a involved in rotective
demonstr blanket or making the bed gears
ation: mattress Theories: o  Guestroom
protector  over A
| ttendant
Apply the centre of the The  student Trolley
relevant mattress and should explain | «  SOP for bed
procedures smoothen it out advantages  of .
. making
of making e Spread the making a bed
a bed to bottom/first
students in sheet on the Circumstantia
the bed with the | knowledge:
workshon. right side up, Detailed
P middle fold knowledge
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Num

Assessment Criteria -
:\QOdu Unit Suggested -FI;::SiIPegments/ 0%7
i Teachin ' Knowledge of
Title | Tige Element | 9 Serwce Assessmgnt e of
> Learning Process Assessment Resources ds
Methods Assess oer
ment Uniit
along the about:
centre of the _
Ha_nds_—or.\ bed, tuck in Bed  making
activities: all rounds and skills
Guide the mitre the
students in corners neatly
manageabl | ¢ Spread the
e groups top/second
to  make sheet reaching
the bed the top edge

of the
mattress, the
wrong side up

with the
middle  fold
along the
centre of the
bed

e Spread the
blanket on top
of the sheet
and cover it
with a third
sheet if
applicable Let
it fall short by

about 10
inches  from
the top edge
of the
mattress

e Fluff and insert
pillow (s) into
its / their
case(s):
(pillow
protectors and
pillowcases),
do not hold
the pillow(s)
under  your
chin for
hygienic
reasons

e Push the bed
back into its
position
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Num

Assessment Criteria -
:\QOdu Unit Suggested -FI;::SiIPegments/ ber
Title | Tigle Element ;r:gchlng Serwce ,ig:evsvsl,fr?gri Suggested Ig];rio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
(e) Brainstor | The student should | Guestro | Detailed The  following
. m: be able to: om knowledge of: | tools, equipment
Cleanin _ cleaned and safety gears
g Guide the e Remove all | g per Methods used: | 4r¢ to be
guestroo | student to soiled establis | The student | jvailable:
m list beddings hed should explain
different and trash standar | Now tocleana e A set of
cleaning e Dust all | gs guestroom working/prof
methods surfaces L essional
involved from top to Principles: uniforms
in bottom The ~student | o \or tools
guestroom «  Wipe down sh_oul_d specify and
cleaning hard principles equipment
and surfaces mVOIYEd N e Personal
; leanin a :
explain the e Restock/rep ¢ 9 protective
importanc lenish guestrc_;om gears
e  of amenities/s Theories: e  Guestroom
cleaning upplies The  student Attendant
guestroom e Vacuum/m should explain Trolley
Hands-on op the floor advantages of | o  Cleaner’s
activities: e Perform cleaning a caddy
final check guestroom e SOP for
Guide the for guestroom
students in cleanliness cleaning
manageabl e Remove all Circumstantia
€ groups used | knowledge:
to clean clea_nlng Detailed
guestroom equipment/t knowledge
ools and about:
agents
e Close the e Occupational
door health and
e Update the safety
cleaned
room status e Professional
handling of
guest
properties
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Num

Modu Assessment Criteria -
le Unit Suggested -FI;:;S;Pegments/ ber
Title . Teaching Service | Knowledge of
Title Element | 4 s Assessment Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
1.2 @ Brainstor | The student should Detailed The  following | 177
Rep | m: be able to: Guestro | knowledge of: | tools, equipment
leni ) om and safety gears
Restock shin | Guide the e  Gather supplie Methods used: | 4¢ to be
ing g student to supplies by | s and | The  student | ayaijaple:
guest gue define collecting ameniti | should explain
room stro | guest all es how to|e A set of
supplie om | room necessary replenis replenish working/prof
s and sup supplies, items t0 | hed as | Questroom essional
ameniti plie | guestroom restock the | per supplies  and uniforms
es S amenities room, such | estaplis | @menities e Work tools
and | and as fresh | hed o and
i Principles: :
ame | explain the towels, procedu | 1pe pstudent equipment
niti | importanc toiletries, res e Personal
f d should :
es e -0 an . protective
replenishi amenities summarise gears
ng principles e Guestroom
uestroom . Enter the involved in
g o Attendant
supplies room by replenishing Trolley
and knocking guest room . ,
amenities and supplies  and ggner >
announcing amenities caddy
Practical yourself _ e Guest room
demonstr Theories: key/key card
ation: e Clear out H wudent e Rubbish bin
used items shoeuld stude e  Humper
Apply the summarise * Room
procedures * Remove advantages  of supplies
of usedl_ replenishing check list
_— supplies
replenishi and dispose guestroom © sop for
- replenishing
ng of trash supplies  and estroom
guestroom (Empty any amenities gu lies and
supplies trash bins in . : i
q Circumstantia amenities
an the room) .
- I knowledge:
amenities Detailed
to students *  Restock
. i knowledge
in the basic 9
workshop. supplle_s about:
(toiletries,
Hands-on towels, e Occup
activities: toilet paper, ational
_ coffee/tea safety
Guide the supplies, *  Maint
students in and_ enance
manageabl Stat'onery) po“cy
e groups
to ° Check and ° Profes
replenish restock sional
guestroom other
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Num

Modu Assessment Criteria -
le Unit _Sruggﬁ_sted Knowled -FI;::SiIPegments/ b:r
i eachin i nowledge 0
Title | Title Element and g Serwce Assessmegnt Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
supplies amenities skills
and (Bed linens,
amenities minibar,
in a safety
guestroom items)
e Tidy and
clean
e  Make final
checks,
inspect the
room and
verify
supplies
e  Update
room status
report
(b) Discussio | The student should | Lost/fo | Detailed The  following
Insp | n: be able to: und and | knowledge of: | tools, equipment
ecti ) damage and safety gears
ng Guide e Receive s item | Methods used: | 4.¢ to be
and | students in found item | jngpect | The  student | ayaifaple:
rep | having ed and | Should
orti | lengthy * Report the reporte | illustrate how | e A set of
N conversati found item | to inspect and working/prof
g as per
lost/ | ons about and take the | 1. | report lost and essional
fou inspecting item to the hed found and uniforms
nd |and lost ~ and procedu | damages e Appropriate
and | reporting found unit | o work  tools
dam | lost/found Principles: and
e Inspect the The  student .
age |and item should use equipment
damages o e  Appropriate
S g rinciples pprop
o Check the anolved in persanal
condition of inspecting and protective
Practical the ~item, reporting  lost gears
demonstr :‘SZ{E:Z of and found and | * iﬁ‘;ﬂéggr
ation: the itern damaged item Trolley
Guide the Theories: e Cleaner’s
students to *  Document caddy
show  the the item The  student | 4 gop for

should explain
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Num

Assessment Criteria -
:\QOdu Unit Suggested -FI;::SiIPegments/ ber
Title | Title Element ;r:(?chmg Serwce ig:ev:;zjgri Suggested Ig];rio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
process of e Record the importance  of inspecting
inspecting description, inspecting and and reporting
and date  and reporting  lost lost and
reporting time when and found found item
lost/found the item /damaged item Assorted
and was found . . lost/found
damages Circumstantia items
to students location Detailed
in the where  the knowledge
workshop. item  was about:
found and
Hands-on label  the Safety
activities: found item, procedures
_ this will involved in
Guide the identify it inspection
student in
manageabl once
needed
e groups
to e Report and
demonstra notify  the
te how to owner
report lost/
found item e Check
and guest  lost
damages report and
by role contact
playing guest  on
his/her
found item,
often done
by the front
office
department
e Secure and
store  the
item
e Protect the
stored item
for not
more than
six months
Thereafter,
the item
which is not
claimed
will be
released to

the founder
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Num

Modu Assessment Criteria -
[ : Teaching Service | Knowledge s of
Title | Title Element and s Assessment Suggested Perio
Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
(c) Brainstor | The student should | Fresh Detailed The  following
m: be able to: guest knowledge of: | tools, equipment
. . room and safety gears
Restorin | Guide the e  Gather supplie | Methods used: | ap to be
g fresh s_tudent to supplies by | s and | The student | jvailable:
guest list collecting ameniti | should
room different all es illustrate  how | ¢ A set of
supplies | guestroom necessary restored | to restore fresh working/prof
and supplies items 0 | as per guest room essional
amenitie | and restock the | astaplis | SuPplies  and uniforms
S explain the room, such | hed amenities e Work tools
importanc as fresh .. and
e of towels, Egocedu Principles: equipment
restoring toiletries, The student e Personal
guestroom and Sh.OUI.d apply protective
supplies amenities prmmples . gears
and involved |0 Guest
amenities e Enter the restoring fresh uestroom
Attendant
room by guest room Trolle
Hands-on knocking supplies  and cl y
activities: and amenities ¢ Cagg';ers
. announcin .
Guide the uneing Theories: e SOP for
. yourself .
students in restoring
manageabl e Clear out The  student fresh
e groups used items. should guestroom
to restore Remove describe supplies and
fresh guest used importance  of amenities
room supplies restoring fresh | Assorted
supplies and dispose guestroom fresh
and of  trash. supplies  and guestroom
amenities Empty any amenities supplies and
trash bins in Circumstantia amenities
the room | knowledge:
Detailed
° bR:;?Ck knowledge
. about:
supplies,
(Toiletries, Principles  of
toyvels, restoring
toilet paper, supplies
coffee/tea
supplies,
and

stationery)

Check and
restock
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Num

Modu Assessment Criteria -
le Unit _Sruggﬁ_sted Knowledae -FI;::SiIPegments/ b:r
i eachin i 0
Tie | Title | Element | o ’ Serwce Assessmegnt Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
other
amenities
(Bed linens,
minibar,
safety
items)
e Tidy and
clean
e Make final
checks,
inspect the
room and
verify
supplies
e Update
room status
report
1.3 @ Brainstor | The student should | Current | Detailed The  following | 150
| m: be able to: and knowledge of: | tools, equipment
| Compari _ previou and safety gears
Updatin | ng Guide the | _Gather _ s status | Methods used: | 4r¢ to be
g room | current stut_jent to information, of the | The student | jvailable:
status and define review current | room should
and previous | room room status and | correctl | COMpare e Working/pro
discrep | status of | status, check for y current and fessional
ancy the identify updates: compar previous status uniforms
reports | room different ed as | of the room e Work tools
types of | ® Inspect rooms, per o _ and
room perform | establis l;;mmplets.d ¢ equipment
status_ and walkthrough hed he Id student | J Personal
explain the and .note Y | procedu Zou i protective
importanc ISSues: res eSCTIDE gears
e of principles e Room status
comparing | ® Complete _ jthe involved in report form
current report by filling comparing P
and in-room details current and | ¢ §UEStéoom
previous such as room previous status Ttteir ant
status  of number, SIEIIIUS, of the room ro ey,
the room date and time, _ Cleaner’s
Specia| notes Theories: caddy
Hands-on The  student
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Num

Assessment Criteria -
:\QOdu Unit Suggested -FI;::SiIPegments/ ber
- L Teachin Service | Knowledge of
Title Title Element and g s Assessment Suggested Perio
Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
activities: | e Review and should explain
. verify the report the importance
Guide the v P of comparing
students in | o Submit the the current and
manageabl report to previous status
€ groups management for of the room
to further actions
compare Circumstantia
current I knowledge:
and Detailed
previous knowledge:
guestroom
status
Room status
(b) Brainstor | The student should | Room | Detailed The  following
m: be able to: discrep | knowledge of: | tools, equipment
. ) ancy and safety gears
Reportin | Guide the | o Gather status Methods used: | 4¢ to be
g on stut_jent to information, reporte The stude_nt available:
room define review and | g a5 per should explain
discrepa | room current  room | estaplis | Now to report e A set of
ncy discrepanc status hed on room working/prof
status y s_,tatus, standar | discrepancy essional
identify * Inspect rooms, | | status uniforms
causes of perform a o e Work tools
room Walkthrough, PrInCIpleS: and
discrepanc and note any The student equipment
y  status issues should * apply | | Template for
and principles reporting
explain the | * Complete the involved ~in room
importanc report by filling reporting room discrepancy
e of in-room details discrepancy status
reporting such as room status
room number, - status, -
discrepanc date, time, and Theories:
y status special notes The student
. Review and should
chiirl/?fi:sl? verify the report describe  the
: importance of
Guide the | ® Submit the reporting  on
students in report to room
manageabl manageme{nt for discrepancy
e groups further actions status
to  report Circumstantia
on ~room | knowledge:
discrepanc Detailed
y status
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Num

Assessment Criteria -
:\QOdu Unit Suggested -FI;::SiIPegments/ ber
; X Teachin ' Knowledge of
Title | Title Element and g Serwce Assessment Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
knowledge
Room status
(c) Brainstor | The student should | Room Detailed The  following
m: be able to: status knowledge of: | tools, equipment
. ) correctl and safety gears
Updatin | Guide the | » Inspect the | y Methods used: | are  to  be
g room | student to room for | ypdated | The  student | juajlable:
status define cleanliness, as  per should
room maintenance establis | describe howto | ¢ A set of
discrepanc issues, and if it | peg update  room working/prof
y  status, is ready for the | proceqy | Status essional
identify next guest or | reg o uniforms
causes of occupant _T_;;II’ICINES. g e Appropriate
room _ hel student work  tools
discrepanc | ¢ Review should and
y  status previous notes, illustrate equipment
and and look at any principles | | Computer
explain the notes or logs i n Telephone
importanc from the last updatlng room * P
. e Room status
e of time the room status forms/sh
i was updated orms/s egt
:gz‘::mg Theories: e Inhouse list
; Notify e Room
discrepanc | * . :
statups housekeeping: Thhe Id studle_nt discrepancy
y If the room shou " eXp a'r]l report forms
. importance o
G_roup_ status is u?‘dated updating room
discussion to Need
N status
: Cleaning,
Guide th inform ~ the Circumstantia
u(|je the housekeeping I knowledge:
Ztr%ui)nsts ;2 team Detailed
describe e Inform front knowledge of;
importanc desk/reception. Room status
e of Let the front
updating desk know if the
room room is ready
status for check-in or
if there are any
activities: instructions
Guide the o Alert
students in maintenance,
manageabl especially  if
€ groups there are
to update
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Modu Assessment Criteria . Num
le Unit Suggested -Fl;gtr}ilpegments/ ber
i Teachin i Knowledge of
Title | Title Element and g ?erwce Assessmegnt Suggested Perio
> Learning | Process Assessment Resources ds
Methods Assess per
ment Unit
room maintenance
status issues
Module Element Suggested Assessment Criteria Training NI
Title Unit S | Teachin Requirements/ ber of
Title (Learnin | 1 J Services | Knowledge | syggested Perio
g . Process Assessment Resources
Learning ds per
Activiti Assessment Assessm )
Methods ent Unit
es)
2.0 2.1 €)) Brainstor The student | Tables, | Detailed The  following | 130
Providin | Prepari m: should be able to: | side knowledge tools, equipment
g Dbasic | ng . . board, of: and safety gears
food and | restaur | Arrangi | Guide the | o Clean the | puffet are  to  be
beverage | ant for | N9 student  to sideboard tables Methods available:
' . as er
board buffet table, Inventory set P should working/prof
and and explain . standard | €xplain how essional
buffet | the * Organise to  arrange uniforms
. ! S
tables importance Isti?jr:goalrg the tables, side | ¢ Restaurant
of arranging PR board and tables
Lablej, sidg g;?\r;fr']gs buffet tables | ¢  Restaurant
oard an ) i
buffet utensils, Principles: chairs
condiments Th d e Table linen
tables , e student bl
glassware and should *  Tablemats
Hands-on crockery identify e Crockeries
activities: _ principles  Cutleries
. e Setup napkms involved in| ® Glassware
manageable decorative tables, side | ® Napkins
elements board and | e Flower vase
grr?aunzse to buffettables | ¢ Menu and
: e Check for s wine lists
Lableg, S'dg cleanliness -IT—EeO”fSa il Promotional
bo?;t an and h € Ids ucen material
utre orderliness shou e Booking
tables mention the di
importance lary
: Trays
of arranging | °
tables, side Cruet set
board  and Table
buffet tables number
o Computer
Circumstan | e Telephone
tial e Room status
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Module Element Suggested Assessment Criteria Training Num
; Unit S - Requirements/
Title Title (Learnin e Services | Knowledge Suggested ber of
and Perio
g . Process Assessment Resources
Activiti | -eaming Assessment Assessm ds per
- Methods ent Unit
knowledge: forms/sheet
Detailed e Inhouse list
knowledge e Room
of; discrepancy
report forms
Restaurant
standard
furniture
arrangement
(b) Brainstor The student | Tables Detailed The  following
. m: should be able to: | for knowledge tools, equipment
Setting continen | of: and safety gears
up Guide the | e P tal are to be
tables student to repare the | preakfas | Methods available:
for define table, clean it, | used:  The
continen | continental and cover the | grranged | Student e A set of
tal breakfast table with | 35 “per | should working/prof
breakfas | and explain table  cloth | ggtaplish | explain how essional
t the followed by | ¢qg to set up uniforms
importance the table top | standard | tables  for | ¢  Restaurant
of setting continental tables
up tables | ® P breakfast e Restaurant
for o apkn tﬁs Principles: chairs
i er e : ;
E?:;Lr}zgal Eumber of The student | * Table linen
covers should use | ® Table m_ats
Hands-on principles . Crockt_erles
activities: | ® Arrange involved in | ® Cutleries
) cutlery on the setting up | ® Glassware
Guide the table;  meat tables  for | ® Ashtrays
students in fork and continental | e  Napkins
manageable knife, dessert breakfast e  Flower vase
groups  to fork and e Menu and
set up spoon, Theories: wine lists
tables for teaspoons on The student . Promotional
continental each tea cup should material
breakfast and butter describe the | | Booking
knife importance diar
of in setting Y
e Arrange up tables for o Trays
crockery side Continental * Cruetset
plate for each breakfast
person on the )
table Circumstan
tial
e Arrange cruet knowledge:
including salt Detailed
and  pepper knowledge
shakers at the of;
centre of the Restaurant
table standard
furniture
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Module Element Suggested Assessment Criteria Training NI
Title Unit S | Teachin Requirements/ ber of
Title | (Learnin | J Services | Knowledge | syggested Perio
Assessment
9 Learning Process Resources ds per
Activiti Assessment Assessm )
Methods t Unit
es) en
e Add arrangement
decorative
elements
(Optional);
place flower
vessel and
table number
at the centre
of the table
e Make a final
check of the
table
(c) Discussion: | The student | Tables Detailed The  following
) . should be able to: | for knowledge tools, equipment
Setting | Guide  the Table of: and safety gears
up table | students e Clean the | g*hote are to be
for about  to table menu Methods available:
Table discuss the arranged used:  The
d’hote | how to set o Cover | .5 per | student e A set of
menu up table for table with | .\ lish | should state working/prof
Table tablecloth | | how to set essional
d’hote followed standard | Up table for uniforms
menu by table Table d’hote | e  Restaurant
top menu tables
e Arrange Principles: | ° (Ij:e;trasurant
Practical the The student Irs
demonstrat cutlery on should use | © Tablelinen
ion: the table principles ¢ Table mats
involved in | ® Crockeries
Organise e Arrange setting up | ® Cutleries
the students crockery table for | ® Glassware
in on  the Table d’hote | ® Ashtrays
manageable table menu o Napkins
groups  to . Put _ e Flower vase
illustrate Theories: M d
lasses on * enu an
the process 9 The student ine list
. the table should wine IS_S
of saiting : e  Promotional
up table for o Arrange ;L]Jmmanse material
Table condimen the e Booking
d’hote importance .
ts . diary
menu of setting up
ble for | ° Trays
[ )
Place ta e Cruetset
cruets Table d’hote
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Module Uit SEIement Suggested Assessment Criteria 'Igrain.ing ” Num
i ni ; equirements
Title Title (Learnin ;I’rc]egchmg Services | Knowledge Suggested g:rrigf
Assessment
9 . | Leamning Process Resources ds per
Activiti Assessment Assessm b
Methods Unit
es) ent
n o Set menu
Napkins .
Hapds_ on as per (_:lrcumstan
activities: number Llal "
Guide of people Dotarted
student in e Place knowledge
manageable decorativ of;
groups to e items,
set up put
tables  for flower
Table vessel
d’hote Table set ups
menu e Make the
final
check,
ensure
that
everythin
g is
neatly
arranged,
e Make
adjustme
nts where
necessary
(d) Brainstor The student | Tables Detailed Si
. m: should be able to: | for Ala | knowledge .
Setting carte of: The  following
up Guide the | ¢ Clean the | menu tools, equipment
tables student to table correctl | Methods and safety gears
for Ala | define Ala used:  The | are to be
carte carte menu, | * Cover table | Y et up student available:
carte: ' ; as  per :
menu identify with establish | should
characteristi tablecloth ed explain how | ® A set of
cs of Ala followed by standard | 10 set up working/prof
carte menu, table top tables for a essional
and explain la carte uniforms
the e Arrange menu e Restaurant
importance cutlery o tables
of setting [,  Arrange ?;'nC'F?{'edSit * Restaurant
up table for crockery e studen chairs
Ala Carte should use | ¢  Table linen
menu e Put water principles | ¢ sjde hoard
glasses on the mvglved N1 o Table mats
Ha?‘?'s.'c"_‘ table settllng ; UP'l'e  Crockeries
activities: A :Zb es 2;”: e Cutleries
Guide the | ° rrange menu e Glassware
students in condiments e  Ashtrays
manageable | o Place Theories: e Napkins
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Module Element Suggested | AAssessment Criteria Training NI
Title Unit S ; Requirements/
Title (Learnin ;I’rc]egchmg Services | Knowledge | syggested gzrrigf
g Learnin Process Assessment Resources ds per
Activiti 9| Assessment Assessm P
Methods Unit
es) ent
groups to cruet set The student | ¢  Flower vase
set up should e Menu and
tables  for | ® Set clearly state wine lists
Ala Carte napkins as per the e Promotional
menu number of importance material
people of setting up | ¢  Booking
e Place tables for ala diary
. carte menu
decorative
Items, put Circumstan
flower vessel tial
. knowledge:
: u knowledge
that of-
everything is ’
neatly Table set ups
arranged,
. Make
adjustments
where
necessary
22 @) Brainstor The student | Food Detailed The  following | 105
. m: should be able to: | orders knowledge tool, equipment
Take | Taking ) ) taken as | of: and safety gears
food food Guide the | o Receive and per are to be
and order stU(_jent to greet the | estaplish | Method available:
bevera define food guests ed used: The
ges order and standard | student e Menu card
orders explain the | ¢  Lead  the | should o Beverage
importance guests to the illustrate list
‘ .~ | standard
of taking table and sit how to take | e Glassware
food order them, pull out food order e Sal
. X ver
chairs, ladies e Service
Practical first Principles: loth
demonstrat The student | IOt
ion: e  Present the should show | © Table
food menu to procedures e Chairs )
Facilitate guests involved in e Crockeries
the students taking food | e Cutleries
toshow to | °® guI;Z?sve :%? order e  Order book
. e Receipt
tarlée:()?d some time to Theories: book P
orders to make The student | o |inen
students in decisions on should
the their food describe the
workshop. choices importance e Computer
of taking (linked to
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Element

Module Suggested Assessment Criteria Training Num
Title Unit S ; Requirements/
Title (Learnin ;I’rc]egchmg Services | Knowledge Suggested gzrrigf
g Learnin Process Assessment | Resources q
Activiti 9 | Assessment Assessm S per
es) Methods ent Unit
3 Take food food order point of
Hands-on order Circumstan sale)
activities: o Confirm the tial e  Flower
. Orders to the knowledge: | vase
Guide the guests . o Cruet set
students in Detailed e Side board
manageable | o Handle knowledge
groups to special about:
take food requests
order by e Food
role play o Inform  the an_d
guest of the wine
timeline  for harmony
their food to e Selling
be served techniqu
es
. Thank  the
guests
(b) Brainstor The student | Beverag | Detailed The  following
. m: should be able to: | e orders | knowledge tool, equipment
Taking . ) taken as | of: and safety gears
beverag | Guide the | e Receive and per are to be
e order stU(_jent to greet the | estaplish | Method available:
define food guests ed used:  The
order_ and procedu student e  Menu card
_explaln the | ® Lead the res shoul_d e Beverage
importance guests to the describe how | [ist
of taking table and sit to take | o Glassware
food order tr;]er_n, pul“df_)Ut beverage e Salver
chairs, ladies .
Hands-on first order o  Service
activities: Principles: cloth
) . Present the The student e Table
Guide tk_le drink lists to should e Chairs
students in guests demonstrate e Crockeries
manageable ) procedures e Cutleries
groups to | e Take drinks involved in| e Order book
Lake order taking e Receipt
Ore(;/:rrage by | Confirm the gfgsrrage bOOkL.
role play orders to the e Linen
guests Theories:
. Thank  the :'hhoemdstudent . Computer
guests and go ; (linked to
for the drinks explain  the point  of
to bar |mportanc§ sale)
of taking
beverage e Flower
vase

66




Element

Module on : Suggested Assessment Criteria 'Igrain.ing / Num
i nit ; equirements
Tite Title | (Learnin ;I’rc]egchmg Services | Knowledge Suggested gzrrigf
Assessment
g Learning Process Resources ds per
Activiti Assessment Assessm b
es) Methods ent Unit
order o  Cruet set
. e Side board
Circumstan
tial
knowledge:
Detailed
knowledge
about:
. Wine
knowled
ge
e Selling
techniqu
es
(c) Brainstor The student | Breakfa | Detailed The  following
. m: should be able to: | storder | knowledge tools, equipment
Taking ) taken as | of: and safety gears
breakfas | Guide the | e Receive and per are to be
t order stU(_jent to greet the | establisn | Method available:
define guests ed used:  The
preak_fast, standard | student e Menu card
identify o Lead the S should e Beverage
types  of guests to the illustrate list
breakfast table and sit how to take | o Glassware
and explain them, pull out breakfast e Salver
the chairs,  ladies order e Service
importance first o cloth
of  taking Principles: Tabl
breakfast e  Present the The student | © 'able
order breakfast should o Chalrs_
menu to indicate e Crockeries
Hands-on guests procedures e Cutleries
activities: . involved in | e Order book
_ e  Give guests taking e Receipt
Guide the up to three breakfast book
students in minutes to order e Linen
manageable make
groups to decisions on Theories:
take their choices The student e  Flower
breakfast should vase
order by |*® Take illustrate the | o  Cryet set
role play breakfast importance
order of  taking
. Confirm the breakfast
order

orders to the
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Element

Module : Suggested Assessment Criteria Training / Num
i Unit ; Requirements
Tite Title (Learnin Teaching Services | Knowledge Suggested ber of
and Perio
g Learnin Process Assessment | Resources ds
Activiti 9 | Assessment Assessm per
es) Methods ent Unit
guests Circumstan
tial
e Thank the knowledge:
guests and
present  the Detailed
order to the knowledge
kitchen about:
Types of
breakfast
(d) Brainstor The student | Functio | Detailed The  following
. m: should be ableto: | n  and | knowledge tools, equipment
Taking Banquet | of: and safety gears
function | Guide the | o Gather ing are to be
and student to initial  details | grder Method available:
Banquet | define about the | correct] | used:  The
ing function, event, such as | y aken | Student e Menu card
order Banqueting, date, ~ time, | a5 per | Should e Beverage
identify number  of | gstaplish | €xPlain how | [ist
different guests, and | gf to take | o Glassware
types  of type of event | proceqy | function and | o salver
Banqueting (eg, wedding, | res Banqueting e Service
and explain corporate order cloth
the function, .
importance birthday Principles: : g?]?i?s
of  taking party) The student ]
function should ° Crock(_erles
and o Check your identify e Cutleries
Banqueting venue or procedures_ . Orde_r book
order service involved in e Receipt
availability taking book
Hands-on for the function and e Function
activities: requested date Banqueting booking
Guide  the and time order form/sheet
students in | o Meet  the Theories: * Linen
manageable client to The student
groups  to discuss their should e Flower
take needs in detail illustrate the | vase
function importance e Cruet set
and J Discuss the of  taking
Banqueting specifics, function and
order including banqueting
menu order
preferences,
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Element

Module : Suggested Assessment Criteria Training / Num
Title Unit ; Requirements
Title | (Learnin ;I’rc]egchlng Services | Knowledge | syggested Bgigf
g Learnin Process Assessment | Resources ds
Activiti 9 | Assessment Assessm per
es) Methods ent Unit
dietary Circumstan
restrictions, tial
and  seating knowledge:
arrangements, )
Detailed
3 Draft a knowledge
detailed about:
proposal that
includes  the ¢ Food
event details, menu
e Beverag
. Share  and e menu
discuss  the
proposal with
the client
. Prepare a
contract that
outlines  all
terms and
conditions
. Collect a
deposit to
secure the
booking
23 @) Brainstor The student | Breakfa | Detailed The  following | 90
. . m: should be able to: | st served | knowledge tool, equipment
Servin | Serving ) ) as per | of: and safety gears
g food | breakfas | Guide the | Receive and greet | octaplish are to be
t student to | the guests warmly | o Method available:
identif used: The
types Y of | Lead the guests to standard student e Menucard 150
breakfast | the table and sit should e Beverage
and explain them, pull out describe how | [ist
the chairs, ladies first to serve e Glassware
importan(_:e Present the breakfast e Salver
of SeVINg | reakfast menu to order e Service
breakfast guests Principles: cloth
Hands-on : The student| ¢ Table
Give guests up to should point | ® Chairs
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Moldule Uit SEIement Suggested Assessment Criteria 'Igrain.ing ” Num
Title ni ; equirements
Title | (Learnin Teaiing Services | Knowledge | syggested ber of
and Perio
g Learnin Process Assessment | Resources ds per
Activiti g Assessment Assessm P
o Methods ent Unit
activities: three minutes to out e  Crockeries
. make decisions on procedures e Cutleries
Guide the | thejr choices involved in | o Order book
students in servin :
9 e Receipt
manageable | Take breakfast breakfast book
groups to | food orders (e.g., order 00 i
serve eggs, breads, ° Linen
breakfast pastries, meats and Theories: e computer
order by | beverages) The student | (linked with
role ) should point of
playing Confirm the food explain  the sale)
orders to  the importance
uests . o Flower
g of serving | .o
breakfast
Thank the guests q e  Cruet set
and present the order
order to the Circumstan
kitchen tial
knowledge:
e Detailed
knowle
dge:
e Personal
hygiene
and
groomin
g
e Selling
techniqu
es
e Interpers
onal
skills
(b) Brainstor The student | Ala Detailed The  following
. m: should be able to: | carte knowledge tool, equipment
Serving _ menu of: are  to  be
a la | Guide the | Greet and | served available:
carte student to | welcome guests as  per Method
menu define ala i used: The e Menu card
carte menuy | Offer menu to the :Ztab“Sh student e Beverage
and explain host standard | should list
the Take food order | s explain how | o  Glassware
npportange and  thank the to serve ala| o Salver
of ~ Serving |y ests for ordering carte menu e Service
ala  carte S cloth
Confirm the order Principles: e Table
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Moldule Uit SEIement Suggested Assessment Criteria 'Igrain.ing ” Num
Title n .| Teachin equirements ber of
Title | (Learnin | g Services | Knowledge | syggested Perio
Assessment
g Learning Process Resources ds per
Activiti Assessment Assessm )
Methods t Unit
es) el
menu by re-reading it The student | e  Chairs
loud to the guests should e Crockeries
Hands-on Take the order ilustrate e Cutleries
activities: tha i't he order to procedures_ e Order book
Guide the € Kitchen involved in
students in | Take food to the serving a la .
manageable | guest table carte menu ¢ Linen
groups  to | according to their Theories: \o/aseFIower
ser\t/e ala | orders The student
carte menu
by the use | Clear the table shoul_d
y describe the e Cruet set
of role play after the guests .
have finished their Importance
meal of  serving
ala carte
Present the bill to menu
the host Receive Circumstan
ayment :
pay tial
Thank guests and knowledge:
bid them farewell )
Detailed
knowledge:
e Personal
hygiene
and
groomin
g
e Selling
techniqu
es
(c) Brainstor The student | Table Detailed The  following
. m: should be able to: | d’hote knowledge tools equipment
Serving ) menu of: and safety gears
T’able Guide the | Greet and | served are to be
d’hote stuc_ient to | welcome guests as  per Method available:
menu define establish | used:  The
Table Usher guests to the ed student e Menu card
d’hote table standard | should how | e  Beverage
menu and | gefer menu to the | S to serve | list
explain the host Table d’hote e Glassware
importance menu e Salver
of serving | Take food orders . i
Table J Principles: .I thSerwce
d’hote Serve starter The student SO Table
Soup/salad should
menu (Soup ) e Chairs

explain
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Module Element Suggested | AAssessment Criteria Training NI
Title Unit S ; Requirements/
Title (Learnin Teaching Services | Knowledge | syggested ber of
and Perio
g Learnin Process Assessment | Resources ds per
Activiti 9 | Assessment Assessm P
es) Methods ent Unit
Hands-on Serve main course procedures e Crockeries
activities: involved in e Cutleries
cuide  the Clear the table serving e Order book
students in | Crumb down the ;‘;tr’]lj d’hote | o Receipt
manageable | table bOOkLinen
groups 10 | Ty dessert order Theories: :
serve Table The student | © computer
d’hote Serve dessert should (linked with
menu by _ describe the point of
role playing | Ask the guests if importance sale)
they would like tea of Serving
d serve ; o Flower
an Table d” hote vase
Clear the table menu o Cruet set
after the guests Circumstan
have finished their tial
meal knowledge:
Present the bill to Detailed
the host Receive knowledge:
payment o Person
Thank guests and ﬂl .
bid farewell yglene
and
grooming
. Specia
| features
of Table
d’hote
menu
24 @) Discussion: | The student | Hot Detailed The  following | 74
. . should be able to: | beverag | knowledge tool, equipment
Servin | Serving | ussion: ) es of: and safety gears
g hot ) Make preparations | sarved are to be
bevera | beverag | Guidethe | Choose a variety | o per | Method available:
ges es studentsto | of teas based on | agtaplish | Used:  The
discuss how | the restaurant’s | oq student e  Menu card
serve hot offerings, standard | should e Beverage
illustrate list
beverages | ooy up for tea | how to serve | o Glassware
Practical Arrange  teapots, hot e Salver
demonstrat | CUPS, saucers, and beverages e Service
ion: any additional loth
) items (like milk, Principles: clot
Lead the sugar, lemon, or The student | © Table
e Chairs

students to

honey) on a table

should use

e Crockeries
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Element

Module on : Suggested Assessment Criteria 'Igrain.ing / Num
i nit ; equirements
Tite Title (Learnin ;I’rc]egchmg Services | Knowledge Suggested gzrrigf
9 . | Leamning Process Assessment | Resources 5
Activiti Assessment Assessm b
es) Methods ent Unit
show Take tea orders procedures e Cutleries
process Greet the guest, involved in | e Order book
involved in | present the tea serving hot | o Receipt
serving hot | menu if available, beverages book
beverages grr‘gér record  the Theories: e Linen
to students The student | © computer
in the Brew the Tea Boil should (linked to
workshop. | water to  the explain  the point  of
required importance sale)
temperature  and of  serving e Flower
Hands-on | @ddtea hot vase
activities: | gepve the Tea beverages e Cruet set
Guide the | poyr the brewed tCichumstan
students in| o jnto the kﬁowledge'
manageable | oroneated cups and '
groups 10 | garye any Detailed
serve Mot | aqditional  items knowledge:
beverages | |ike milk, sugar,
by - role | jemon, or honey * Personal
playing on the side, hygiene
and
Keep refilling the groomin
cup g
Be attentive to * tSellln_g
. echniqu
refill requests and es
offer to bring
additional hot
water if needed
Clear the table
Remove empty
cups, teapots, and
any used
condiments when
the guest has
finished
Ask if the guest
enjoyed their tea
and if there is
anything else you
can do to improve
their experience
(b) Brainstor The student | Soft Detailed The  following
. m: should be able to: | drinks knowledge tool, equipment
Serving served safety gears are
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Moldule Uit SEIement Suggested Assessment Criteria 'Igrain.ing ” Num
Title n .| Teachin equirements ber of
Title (Learnin and g Services | Knowledge Suggested Perio
g Learning Process Assessment | Resources ds per
Activiti Assessment Assessm b
Methods Unit
es) ent
soft Guide the | Welcome and greet | as  per | of: to be available:
drinks student to | the guests warmly | establish
define  soft ed Method e Menu card
drinks, Take order listen | gtandarg | Used:  The e Beverage
identify carefully to the student list
types of | guest’s cola order, should e Glassware
soft drinks | including any explain how | o salver
and explain preferences for ice to serve soft | o  gervice
the or other additions drinks cloth
wfnportan(_:e Serve cola from a Principles: o Table
0 ﬂ;e_r\:(lng bottle or  can, The student | ¢ Chairs
SOTLArinks | ensure the cola is should o Crockeries
well-chilled before follow e Cutleries
serving Offer ice if procedures e  Order book
needed so. involved in e Receipt
. . serving soft | book
Practical | Give  bill and drinks e Linen
work: accept  payment computer
Handle payments Theories: Elinked tc?
Guide the promptly and The student point of
students in | accurately, provide should sale)
serving soft | receipts Describe the
drinks importance o Flower
: soft drinks
handling promptly to ensure e Cruet set
tools and a clean and Circumstan
equipment | efficient  service tial
safely. area knowledge:
Dispose empty Detailed
bottles or cans knowledge:
Characteristi
cs of soft
drinks
(c) Brainstor The student | Beers Detailed The  following
. m: should be able to: | served knowledge utensils, tools
Serving ) as  per | of: and  equipment
beers Guide the | Welcome and greet | gstaplish should be
Ztuf(_jentb to | the guests warmly | o Me;[jhod - available:
efine beer used: e
' ; PR standard
identify Give drink lists to orocedu student e Menu card
different the guests res should e Beverage
Lypes 0; Take beer order by ﬁxempllfy list
ee:_ a?] listening carefully bOW to dserve e Glassware
?;Egrltnanéee and confirming the eer order e Salver
beer order with the . . e Service
of serving Principles: cloth

74




Module Uit SEIement Suggested Assessment Criteria ;Laigiipegmem/ N
Tite Title (Learnin Teaching Services | Knowledge Suggested ber of
and Perio
g . Process Assessment | Resources
Activiti | S8MING | Agsessment Assessm ds per
Methods Unit
es) ent
beer guest The student | e Table
Practical Serve the beer Sggslilr(ijbe : g?:éferies
demonstrat | Present the beer procedures «  Cutleries
ion: bottle with the involved in 0
label facing the serving beer | pener
Show the guest Ensure that e Bar order
process of | the beer bottle is Theories: book
serving adequately chilled The student | ® Receipt
beers to before serving should bOOkL_
i explain the | * Inen
;t]l;dents n g)peln the_ beer im?)ortance e Flower
workshop. ottle using a of serving vase
bottle opener Utshe beer orders e Cruet set
a smooth,
controlled motion Circumstan
Practical to open the bottle tial
work: to prevent spillage knowledge:
Guide the Pour the beer Hold Detailed
students in the glass at a slight knowledge
handlin angle (about 45
g degrees) and pour Beers
complaints | yoo"heor slowly to serving
through the | minimize requirements
telephone | excessive foam
while
hand“ng Hand the bill to
tools and the guest, receive
equipment payment _ and
safely. provide a receipt
Clean up the table,
remove empty
beer bottles and
clean up any spills
or residues
(d) Brainstor The student | Still Detailed The  following
. m: should be able to: | wines knowledge tool, equipment
Serving . are of : and safety gears
St!|| Guide the | e Welcome and served are to be
wines student to greet the | a5 per Method available:
de:flne _ guests warmly | etaplish | used:  The
wine,  still student e Menu card
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_Il\_/!oldule Unit SEIement Suggested | Assessment Criteria ;Zgaii?egmems/ N
itle i
Title | (Learnin ;I’rc]egchmg Services | Knowledge | syggested gzrrigf
g Learnin Process Assessment | Resources ds
Activiti g Assessment Assessm el
es) Methods ent Unit
wine, e Give a drink | ed should e Wine list
identify list to the | standard | demonstrate e Wine
different guests procedu | how to serve | glasses
types of Tak _ res still wines e Salver
still  wines | ® aKe wine :
and explain order from a Principles: (.:Iothsemce
the guest (Host) The student . Table
importance by listening should e Chair
of serving carefully mention the aws
still wine procedures | ¢ Crockeries
e Present  the involved in e Cutleries
Group bottle of red serving still e Bar order
discussion: wine to the wine book
host to verify e Receipt
Guide the if it is the Theories: book
students in wine, he/she The student e Wine
manageable ordered should opener
groups  to o o wi explain the . Wine
discuss . pen the wine . .
different in front of the Importance S\zzlee)r white
types  of guests of  serving .
wines and still wines e Linen
their e Pour a little _ e Flower
importance wine into the Circumstan | vase
host’s  glass tial e Cruet set
Interactive for tasting knowledge: | o Video clip
err]w;ulatlon e Serve the Detailed
animation: wine starting knowledge
with ladies on about:
Guide the the_ table Still  wine
students finished  up serving
through with the host requirements
interactive
simulation | ® Place the
and bottle of wine
animation on the table
to visualize label  facing
how to the host,
serve wine .
e Keep topping
Hands-on the glasses
activities:
Guide the
student in
manageable
groups to
serve wines
by role
playing
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Element

Mo|dUIe Unit : Suggested Assessment Criteria 'Igrain.ing " Num
Title n .| Teachin equirements ber of
Title | (Learnin | g Services | Knowledge | syggested Perio
Assessment
g Learning Process Resources ds per
Activiti Assessment Assessm )
Methods Unit
es) ent
(e) Brainstor The student | Sparklin | Detailed The  following
. m: should be able to: | g wines | knowledge tool, equipment
Serving ) _ served of: and safety gears
spar.klln Guide the | e Ta_lke sparkling | a5 per are to be
g wines | student to wine order establish | Method available:
define ed used:  The
sparkling o Present the | oo org | student e Menu card
wine and bottle to the should e Beverage
explain the host explain how | Jist
importance to serve | o  Glassware
of serving | * ltjotlt(Ij . :Ee sparkling e Wine
sparkling ottle 4 € wine bucket
wine base and show .
the label to Principles: *  Wine
Hands-on the guest The student | OPENer
activities: . should * Sparkling
e  Open the wine describe the | Wwine glasses
Guide the e Salver
; rocedures
students in | ® I appropriate, anolved in| e A bottle of
manageable offer the first serving wine
groups guest a tasr:e sparkling e Service
through to ensure the wine cloth
; wine Is to
diverse o e Ice bucket
activities to their liking Theories: e Table
servil. . Serve Thhe IdStUd?n: e  Chairs
spar Ingb promptly S ct>u potli:] e Crockeries
\;\(/)llr;es y After pouring, ?#] ortance ©| o Cutleries
lavin place the Ofp servin e  Order book
playing bottle back in sparkling 91 « Receipt
the ice wines book _
e bucketorona * Linen
service trav to Circumstan e Computer
y tial (linked with
e  keep the bottle knowledge: point of
cool : sale)
i hout th Detailed
romljg out the knowledge e Flower
mea about: vase
o Keep refilling . Food o Cruet set
glasses.  Be and
attentive  to wine
guests’ needs harmon
and refill their R thd
glasses if they pwines
are  running gerving
low require
ments
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Element

Assessment Criteria

Training

'|'\'/!?|dUIe Unit S Suggested Requirements/ Num
itle i
Title (Learnin ;I’rc]egchmg Services | Knowledge Suggested gzrrigf
9 | Learnin Process Assessment | Resources ds per
Activiti g Assessment Assessm P
Methods Unit
es) ent
4] Brainstor The student | Spirits Detailed The  following
. m: should be able to: | served knowledge tool, equipment
Serving . as per | of: and safety gears
spirits gs&%%t ”:g establish Method are  to  be
etho i .
define e Greet  and gtdandard used:  The available:
spirits and welcome  the S student e A bottle
explain the guests procedu | should of
importance . explain how whisky
of serving | ° Ta(;<e whisky | 1S to serve ]
spirits order spirits e Mineral
water
Hands-on  Sere the Principles:
activities: whisky —neat The student e Soda
Measure should water
Guide the amount of tots differentiate
students in the guest various  the e Tot
manageable wants, pour in procedures Measure
groups to a whisky glass involved in r
serve spirits and give the serving )
plying o glass
e Serve with ice Theories:
(If the guest The student * Glass
prefers) Serve should coaster
with other explain the . Ice
beverages/wat importance bucket
er (If the of  serving
guests prefers) spirits e Icetong
* Keep refilling Circumstan e Table
the glass tial
e Clear empty knowledge: * Chairs
glass once the Detailed e Linen
guest has knowledge
finished their about:
whisky
Spirit
serving
requirements
30 31 @) Brainstor The student should | Functio | Detailed The  following | 195
.. | Prepari m: be able to: n areas | knowledge utensils, tools
Maintain | ng ang . . prepared | of : and  equipment
ing cleanin | Preparin | Guide the | e  Gather and should be
public g g and | student to supplies cleaned | Method available:
and functio | cleaning | define as  per used:  The
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Moldule Uit SEIement Suggested Assessment Criteria 'Igrain.ing ” Num
Title n .| Teachin equirements ber of
Title | (Learnin g Services | Knowledge | syggested -
and A Perio
g e Process ssessment | Resources 55
Activiti Assessment Assessm b
Methods Unit
es) ent
function | nareas | function | function e Clearthe area | establish | student e Mop and
areas areas areas, list ed should mop
function e Remove any | standard | illustrate bucket
areas in a furniture, procedu | how to
hotel  and rugs, or other | res prepare and e Soft
explain the items from the clean broom
importance floor function . V
of preparing areas acuum
and e Sweep or machine
cleanin vacuum  the Principles: .
N9 tiled floor The student * Tiles
function cleaner
areas . should  use -
e Mop the tiled the solution
Group floor procedures «  Squeege
discussion: | | Spot-clean all ;)nr\éggﬁr?g in B
i the stains on .
Guide the the floor and cleaning e  Scrubbi
students in function ng
manageable | . o p the tiled areas machine
groups to floor
discuss Theories: e Warning
importance | ¢  Rinse the tiled The student signpost
of preparing floor.  After should
function of mopping, gxplaln the e Rags or
areas rinse the floor importance Towels
with  clean of preparing
Hands-on water to and cleaning *  Scrub
activities: remove  any function Brush
Guide the leftover  and areas
students in Cleaning Circumstan
manageable solution. Dry tial
groups  to the floor knowledge:
prepare and .
clean * Replace items Detailed
function o Replace any knowl.edge
areas furniture, about:
rugs, or other Requirement
items you S for
removed cleaning a

e Inspect  the
floor

e Check for any
missed  spots
or stains and
address them
as needed.

function area
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Moldule Uit SEIement Suggested Assessment Criteria 'Igrain.ing ” Num
Title n .| Teachin equirements ber of
Title | (Learnin | s Services | Knowledge | syggested Perio
g Learnin Process Assessment | Resources ds per
Activiti 9 | Assessment Assessm P
Methods Unit
es) ent
(b) Brainstor The student | Confere | Detailed The  following | 190
cl m: should be able to: | nce hall | knowledge utensils, tools
ean i :
and of: and  equipment
confehreII Gtu(ijdet tr;e Gather supplies board Vethod should auip be
nce hall | student to etho i .
and define Clear the area (r;l):amned used:  The available:
board conference | Remove any | s per | student e Mop and
room | hall, board | furniture, rugs, or | ‘% should mop
room and | Other items from standard | €xplain how bucket
explain the | the floor s to clean
|Tp0|rtange Sweep or vacuum ﬁo:}ference ; . E?J(t)m
ot t1eaning | the tiled floor a an
conference boardroom \acuum
- [
and Mop the tiled floor o machine
boardroom Principles:
Spot-clean all the The student Til
Hands-on | stains on the floor should * I' €s
activities: _ apply  the cleaner
Scrub the tiled procedures solution
Guide the | floor i i
udent i involved in e  Squeege
student in .
manageab|e Rinse the tiled gl)er?fr;lrr;%ce e
groups floor._ _ After hall and Scrubbi
through mopping, rinse the boardroom ¢ >Crubbi
activities to f|00r Wlth Clean ng R
clean water to remove Theories: machine
conference | any leftover and The student e Warning
and cleaning solution should signpost
boardroom | -YOu can use a explain  the
clean mop or cloth importance e Rags or
tohelp  with of cleaning Towels
rinsing conference Scrub
hall and e ocru
Dry the floor boardroom Brush
Replace items .
Circumstan e Step
Repl_ace any tial ladder
furniture, rugs, or knowledae:
other items you ge:
removed Detailed
Inspect the floor knowledge
about:

Occupational

health  and
safety
involved in
cleaning
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1'\-/!o|dUIe Uit SEIement Suggested Assessment Criteria ;gﬂiipegmems/ N
itle .| Teachin - ber of
Title (Learnin g Services | Knowledge Suggested .
and Perio
g Learning Process Assessment | Resources ds per
Activiti Assessment Assessm b
Methods t Unit
es) en
30 32 @) Brainstor The student | Hallway | Detailed The  following
Maintain | Prepari . m: should be able to: | s, knowledge tools and
ing ng and | Cleanin . lobbies | of: equipment should
public cleanin g | Ci“('jdet “;e and Method be available:
and g allway | student to lounges etho
function | public | S define *  Collect tools, | o ned | used:  The | o Sponge 148
areas areas | lobbies | hallway, equipment, " ner | student cloths
and lobby, and cleaning | should e Rags
lounges | lounge and supplies standard | clarify how | o et and dry
9xpla|n the e Remove S to clean mops
importance hallways, e  Monb bucket
: clutter and ; p
of cleaning tidvind-u lobbies and | 4  Rupber
hallway, ying-up lounges squeezers
lobby and o ;
heck f The student machine
Practical chec ff.ta”y should e Dusters
work: Fi‘rtszn?]' ! dergs describe the | ® Glass rubber
€Tt benind by principles squeegees
Guide the guests involved in| e Lined
students to . Dust and cleaning garbage bin
clean . hallways, e Floor rubber
hallwavs clean  high- )
vays, touch areas. lobbies and sgqueegee
lobbies and lounges e Vacuum
lounges o clean Theori cleaner
. windows and eories. e High duster
Wh”e. glass surfaces The student | Step ladder
handling should e  Cobweb
tools and . Make a final mention the brushes
equipment inspection by importance Soft  and
safely. checking for of cleaning | * hard  broom
missed ~ spots, hallways, Safety/Warni
Show  the repositionin lobbies and :
P Y ng sign
process of lounges
cleaning e Clean the )
hallways, floor as per its Circumstan
lobbies and type tial
lounges
g e  Restock knowledge:
i:}o;t:dents supplies Detailed
; knowledge
worksho e Make final )
P inspection about:
e Occupat
ional
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Module Element Suggested Assessment Criteria Training NI
Title Unit S | Teachin Requirements/ ber of
Title (Learnin | 4 g Services | Knowledge | syggested Perio
g Learnin Process Assessment Resources ds per
Activiti 9| Assessment Assessm P
Methods Unit
es) ent
Safety
and
Health
Act
e Preventa
tive
mainten
ance
(b) Brainstor The student should | Restroo | Detailed The  following
m: be able to: ms and | knowledge tools and
. . changin | of: equipment should
Cleanln GUIde the ° Make ) g rooms be available:
g student to preparations. | cleaned | Meéthod
restroo define as  per used: The | ¢ Toilet brush
ms and | restrooms, | ® Ensure  the | student e Liquid soap
changin | changing afe!’i_llf dWG‘”' standard | Should e Polishing
g rooms roor|n§ ar;]d ventifate S explain rlww cloth or
explain the to clean paper towels
importance | * ’:np%glgsea:ﬁé restrooms e Disinfectant
of cleanin . and changin
o g urinals - 9INg | «  All-purpose
esd ooms ooms cleaner
an e Clean the P e Soft broom
; ) Principles:
changing toilet  bowl b and dustpan
rooms : The student
and  urinal should use | ®* Mop  and
Hands-on with a toilet the mop bucket
activities: brush, principles e Scraper
use ve |+ T me| | obed in| o e
students in entire  bowl, restrooms e Rags
manageable make sure to and changing | ¢ Wet and dry
groups  to get into all the
clean nooks and rooms mops
restrooms crannies Theories: : g?gb%?ﬁ;et
iﬂgn in e Disinfect the ;rhhc?ul dstudent machine
roomgs ’ toilet and illustrate the | ° Dusters
urinal - bawls importance e Glass rubber
thgn rinse of cleaning squeegees
with water restrooms e Lined
o Disinfect the and changing garbage bin
. e Floor rubber
seat and lid rooms squeegee
then dry off .
Circumstan | ¢  Vacuum
all the :
surfaces tial cleaner
knowledae: | * High duster
e Clean the NOWIEAGe: 1 o step ladder
exterior of the Detailed e Cobweb
toilet and brushes
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Element

Module Suggested Assessment Criteria Training Num
Title Unit S | Teachin Requirements/ ber of
Title | (Learnin | J Services | Knowledge | syggested Perio
g Learnin Process Assessment | Resources ds per
Activiti | oo dg Assessment Assessm P
es) ethods ent Unit
urinal bowls knowledge e Soft and
. o hard broom
o | ] s
o . ng sign
dispose of any cleaning gsig
e Supplies
used paper rest
towels of rooms
papers e  Principl
es of
cleaning
changin
g rooms
(c) Brainstor The student | Elevator | Detailed The  following
m: should be able to: | s, knowledge tools and
. . stairway | of: equipment should
Cleanin | Guide the | e Gather s and be available:
g student to supplies lifts Method
elevator | define cleaned | used:  The | e«  Sponge
S, elevators, * Ensure as  per student cloths
i i safety v | should R
stalrwa)éI Is_t]:eltlrways, ; establish - o ags
S, an 1 an explain now | o Wet and dr
: : Make an | €d y
lift gxplaltn the | * initial standard tcl) t clean mops
importance . . elevators,
of pcleaning inspection of | S stairways ®  Mop bucket
elevators the elevator and lift , *  Rubber
) ' squeezers
stairways ;
o ”ﬁy . Inspect Principles: | ¢  Scrubbing
the  elevator The student machine
Hands-on and stairways should e Dusters
activities: before apply e Glass rubber
_ cleaning for principles squeegees
Guide tr_]e maintenance involved in | ® Lined
students in reasons cleaning garbage bin
manageable elevators, e Floor rubber
groups to | ® Empty stairways squeegee
clean the dust bin Vays,
and lift e Vacuum
etleivricorS, . Collect Theories: clfeaner
a dust bins and shoeulds uade e  Step ladder
sanitary bins describe the | Cobweb
. Clean the importance | ggﬁhes and
bins then put of cleaning hard  broom
new under- eleVatorS, .
i d stairways Safety/Warni
iners an ng sign
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Moldule Uit sEIement Suggested Assessment Criteria 'Igrain.ing ” Num
Title nt .| Teachin equirements ber of
Title (Learnin g Services | Knowledge | syggested .
and Perio
g Learnin Process Assessment | Resources ds per
Activiti 9 | Assessment Assessm P
Methods Unit
es) ent
sanitize them and lift
3 Clean and Circumstan
disinfect tial
ceilings and
walls knowledge:
3 Clean the Eetailleg
floor nowledge
. Make Principles of
final touches cleaning
elevators and
stairways
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Form Three
Table 5: Detailed Contents for Form Three

Assessment Criteria Nu
.. mb
Module | Unit Suggeste Training er
Title Title Eil' ’ Underin Requirements/ | ¢
eaching . nderpinning | Suggested .
S BETS and Process Services Knowledge Reggurces Eg;‘
Learning | Assessment Assessment per
Methods Uni
t
Managin (@) Brainsto | The student | Farm Detailed The following | 195
g . rm: should be able | manure and | knowledge tools,
gardens | Applying . to: mulching of: equipment, and
and Maintaini | farm Guide applied as safety gears are
landscap | "9 manure and | the e Select and | per Method to be available:
e garden mulching student collect established used: The
to define tools, procedures student should | ¢ Hard
manure, equipment explain  how broom
mulching and machine to apply farm | ¢  Garden
and e Trim old manure  and rake
explain branches mulching e Watering
the and hedges . can
importan | o Spread dry Principles: e Water
ce of leaves  as The student sprinklers
applying mulch should e Water hose
farm e Mow grass illustrate  the pipe
Manurin -\ ¢ Clean the principles e Lined
g and yard  and involved in garbage
mulching collect the applying farm | ¢ Farm
Hands- ru_bbish manure and manure
on e Dispose mulching e  Straws/
—_ garbage ) dead
-aCtIVItIeS . Aply Theories: o
manure  to The  student e  Garden
Guide young ShOUI.d cutting
the seedlings quCI’Ibe the shears
students | e  Water plants importance of | Protective
in e Water plants applying farm ears
d g
managea and grass manure —and | J Spade
ble mulching
e Small
groups to Circumstanti garden
apply al hoe/rack
manure e Garden
and knowledge: mower
mulching Detailed e Slasher
knowledge e Garden
saw
Gardening e Wheel
and barrow
Landscaping e Yard
practices broom
e Panga
e File
e  Pruner
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title d Requirements/ | ¢
Teaching . Underpinning | Suggested :
Elements and Process Services Knowledge R Eg;‘
Learning | Assessment Assessment or
Methods Bni
t
e  Step ladder
(b) Brainsto | The student | Plants/grass | Detailed The following
. rm: should be able | es watered | knowledge tools,
Watering _ to: as per | of: equipment and
plants/grass | Guide established safety gears are
the e Select and | procedures | Method to be available:
student collect used: The
to define tools, student should | ¢  Water can
plant, equipment explain  how | ¢ Water
grass and and machine to water | ¢  Sprinklers
explain | o  Water plants  and | o  \ater hose
l-:he young grasses pipe
importan seedlings T .
ce of |« Water large Principles:
plants plants The  student
and e Water grass should
wlater specify  the
P a:jnts principles
an involved in
grasses watering
Group plants and
discussio grasses
n. Theories:
Guide The student
the should
students describe  the
in importance of
managea watering
ble plants and
groups to grasses
discuss Circumstanti
importan al
ce knowledge:
watering
plants Detailed
and knowledge
grasses .
Sustainable
Hands environmental
on practices
activities
Guide
the
students
in
managea
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ " Underoinn Requirements/ of
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment oes
Methods Bni
t
ble
groups to
clean
water
plant and
grass
(c) Brainsto | The student | Tree/hedges | Detailed The following
rm: should be able | trimmed/pru | knowledge tools,

. . . to: ned as per | of: equipment and
Pruning/tri | Guide establishme safety gears are
mming the  Select and | pts set | Method to be available:
trees/hedges | student collect standards used: The

to define tools, students e Hard
prune equipment should broom
and trim, and machine explain  how | ¢  Garden
explain e Trim old to trim/prune rake
importan branches dead e Garden
ce the of and hedges branches/hedg cutting
prléning e Clean the es shears
an ard  and . . i
trimming zollect the Principles: gggﬁcwe
trees rubbish The student | e Spade
Hands- | ® Dispose should use | e Garden
on garbage the principles mower
activities | Store mvol_ved_ in | ¢ Slasher
. cleaned pruning/trim
tools, ming old

Guide equipment branches and
the and hedges
students machines
in Theories:
managea The  student
ble should
groups to gxplam the
prune/tri m_wpor'gance of
m trees trimming

/pruning  of

plants and

hedges

Circumstanti
al
knowledge:

Detailed
knowledge

Garden safety
practices
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ " Underoinn Requirements/ of
eaching _ nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment Oe?
Methods [JJni
t
(d) Brainsto | The student | Unwanted Detailed The following
. rm: should be able | plants knowledge tools,
Weeding . to: weeded out | of: equipment and
out Guide as per safety gears are
unwanted | the e Select and | gstaplished | Method to be available.
plants student collect standards used: The
to define tools, students e Garden
weed equipment should rake
and and machine describe how | ¢  Garden
explain e Weed out to weed out cutting
the unwanted unwanted shears
importan plants plants e  Protective
ce of e Clean the N gears
weeding yard  and Principles: e Spade
out  of collect the The student | ¢ Small
unwante rubbish should  use garden
dplants |+ Dispose the principles hoe/rack
Hands weed  out involved ~ in | »  Refuse
on plant/grass weeding  out sack
activities | ©  Uproot unwanted e  Wheel
) unwanted plants barrow
plants . e Personal
Guide e Store Theories: the protective
the cleaned student should gears
students tools, describe
in equipment importance of
managea and weeding ~ out
ble machines unwanted
groups to plants
prune/tri Circumstanti
m trees al
weed out knowledge:
unwante
d plants Detailed
knowledge
Factors to be
considered
when weeding
plants
(e) Brainsto | The student | Pesticides Detailed The following
. rm: should be able | applied as | knowledge tools,
Applying per equipment and
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training or
Title Title Ejl’ ’ Underoin Requirements/ | ¢
eaching . naerpinning | Suggested i
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment Oe?
Methods [JJni
t
pesticides Guide to: established | of: safety gears
the standards are to be
student | ® Select and Method available:
to define collect tools used:  The
pesticide and student should | e Pesticide
s, equipment explain  how | e  Spray
explain | ® Identify to  apply pump
the type of pest pesticides e Protective
importan and U gears
cep of pesticide Principles: . Spray
applying required The student bottle
pesticide | ®  Apply should  use | ® Wheel
S pesticides the principles barrow
e Dispose involved  in
Hands garbage applying
on | e Dispose of pesticides
activities pesticide _
: containers R:eo”ef:d t
; correctly e studen
tcf]lélde e Clean tools ;P:ould state
students used irrj3 ortance of
in e Store apEIying
cleaned
Ewlgnagea tools  and pesticides
groups equipment Circumstanti
through al
hands-on knowledge:
activities
to apply Detailed
pesticide knowledge
S e Types of
pesticides
e  Sustaina
ble
environm
ental
practices
4] Brainsto | The student | Garden yard | Detailed The following
. rm: should be able | cleaned as | knowledge tools,
Cleaning . to: per of: equipment and
garden yard | Guide establishme safety gears are
the e Select and | p set | Method to be available:
student collect tools | standards used: The
to define and student should | ¢  Hard
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ ’ Urdersinn Requirements/ | ¢
eaching _ nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment Oe?
Methods [JJni
t
garden equipment explain  how broom
yard, e Clean to clean | ¢  Garden
explain garden yard garden yard rake
the e Collect the o e  Protective
importan rubbish Principles: gears
ce of | e Dispose The student | ® Spade
cleaning garbage should apply | * Small
garden e Scrub and the principles garden
yard clean  the involved  in hoe/rack
Hands- yard cleaning e Slasher
on . Cleijllr) and garden yard . ;(ard
i sterilize room
activities garbage bins Theories: e Step ladder
e Store The student | o pefise bag
Guide cleaned should outline
the tools  and the
students equipment importance of
in cleaning
managea garden yard
ble Circumstanti
groups to al
clean knowledge:
garden
yard Detailed
knowledge
Sterilizing
garbage bins
(9) Brainsto | The student | New trees | Detailed The following | 195
. rm: should be able | planted as | knowledge tools,
Planting . to: per of: equipment and
new trees Guide established safety gears are
the o Select and | gt Method to be available:
student collect tools | standards used: The
to define and student should | ¢  Watering
tree equipment explain  how can
seedling | ¢ Select new to plant new | ¢«  Water hose
and tree tree seedling pipe
explain seedlings L e Protective
the o Plant new Principles: gears
importan trees The student | ® Spade
ce of |4 Dispose should e Refuse bag
planting garbage specify the |« New tree
new tree | o pig out principles seedlings
seedling holes involved in | e« Garden
Hands- o Apply planting new hoe

90




Assessment Criteria

Nu

Module | Unit Suggeste Training anb
Title Title $ ’ Urdersinn Requirements/ | ¢
eaching : nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment Oes
Methods o
Uni
t
on manure  to tree seedling
activities the holes )
; e Water plant Theories:
_ seedlings The  student
Guide e Provide should
the explain  the
shade to ;
_students new planted importance of
in seedlings planting new
managea tree seedling
tg)lr?)ups to Circumstanti
plant al
new tree knowledge:
seeding Detailed
knowledge
about:
Selection  of
trees
(h) Brainsto | The student | Grasses Detailed The following
. rm: should be able | mowed as | knowledge tools,
Mowing . to: per of: equipment and
grass Guide established safety gears are
the o Select and | ggt Method to be available:
student collect standards used: The
to tools, student should | ¢  Hard
) equipment show how to broom
define and machine mow grasses | e  Garden
MOWING, | o Collect all Lo rake
identify large pieces Principles: e Garden
types of of The student cutting
mowing wood/stones should shears
machine | Set  the identify  the | ® Small
and mowing principles garden
explain machine involved in hoe/rake
the according mowing e Garden
importan height grasses mower
ce required . e  Slasher
mowing | *¢ Mow Theories: e  Wheel
a grasses The  student barrow
pitch/fiel | ¢ Clean  the should e Yard
d yard and gxplaln the broom
collect the importance of | Personal
I:nands- rubbish rr;g:xsner;g protective
e Dispose g equipment
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Assessment Criteria

Nu

i S - mb
Module | Unit uggeste Training er
Title Title Ejl’ hi T Requirements/ | ¢

eaching _ nderpinning | Suggested .
Elements and Process Services Knowledge Resources Eg;‘
Learning | Assessment Assessment o
Methods i
Uni
t
activities garbage Circumstanti
: e Stop and al
. dust off the knowledge:
Guide mowin
g .
thed machine II?etallled
_stu ent e  Store lr)1owt -edge
managea cleaned about:
ble tools, Sustainable
groups to Zgg'pmem environmental
Mow . practices
machines
grasses
22 @) Discussi | The student | Tree Detailed The following | 195
. on: should be able | nursery as | knowledge tools,
Establish o _ to: per of: equipment and
ing tree | Establishing | Guide established safety gears are
nursery | tree nursery | stydents | ® Select the | standards Method used: | {5 pe available:
in having area The  student
lengthy | ® Prepare seed should e Hard
bed illustrate how broom
conversa :
. e Did out the to establish
1ons top soil tree nursery e Garden
about Mix t i rake
establishi | © VX 0P SOI Principles: e  Hoe
with manure
ng tree The student ° Spade
* Sow hould appl o
nursery should ~apply | o  sjsal twine
seed/plant inciol
oun PriNCIPIES | o Chicken
Study young involved in : h
fit seedlings s wire mes
visit; ; establishing Wateri
e Provide tree nursery | atering
Organise shade and can  and
study mulching Theories: The hose pipes
tour and | ¢  Water student should | ©  Water
guide the sowed explain  the sprinklers
students seeds/young importance of | ®  Garbage
to seedlings establishing tins  and
explore tree nursery plastic
how to _ _ bags
establish Circumstanti | ¢  Ppersonal
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training or
Title Title Ejl’ - A Requirements/ | ¢
eaching . naerpinning | Suggested i
Elements and Process Services Knowledge Reggurces Eg;‘
Learning | Assessment Assessment o
Methods i
Uni
t
tree al Protective
nursery knowledge: gears
study .
tour Detailed
(nearby knowledge
horticult about:
ural unit) Horticulture
Individu
al
assignm
ent:
Assign
tasks on
how to
establish
tree
nursery
to each
student
in the
class/wor
kshop
(b) Brainsto | The student | Nursery site | Detailed Place
. rm: should be able | prepared as | knowledge .
Preparing to: per of: The following
nursery site | Guide established tools,
the e Select standards Method used: | equipment and
student nursery site The student | safety gears are
to define | « Clear the should to be available:
tree area  and explain  how
nursery collect all to  prepare | ®  Garden
and rubbish nursery site rake
explain | ¢  Demarcate I s Hoe
the and  fence Principles: e Spade
importan the area The student | 4  Garden
ce  of | s Dig, Ilevel should ~use hose pipe
preparin and  appl principles | o \Watering
pply
g nursery manure involved in can
site e Select and prEparmg. e Sisal twine
nursery site Chicken
Study Sow _ ¢
visit: seeds/seedli Theories: The wire mesh
’ ngs/cuttings student should | ®  Personal
Organise | » Provide explain  the Protective
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ " Underoinn Requirements/ of
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Eg;‘
Learning | Assessment Assessment per
Methods i
Uni
t
study shade and importance of gears
tour and mulching preparing
guide the | ¢  Water new nursery site
student seedlings . .
to Circumstanti
explore al
how to knowledge:
prepare Detailed
nursery knowledge
Site about:
study
tour Horticulture
(nearby
horticult
ural unit)
Hands-
on
activities
Guide
the
students
in
managea
ble
groups to
prepare
nursery
site
(c) Brainsto | The trainee | Seeds Detailed The following
. rm: should be able | sowed and | knowledge tools,
Sowing . to: seedlings of: equipment and
seeds and | Guide planted as safety gears are
planting the e Dig, level per Method used: | g pe available:
seedlings student and  apply | established | The student
to define manure procedures | Should e Garden
e Select and illustrate how rake
seed and sow to sow seeds | e Watering
how  to seeds/seedli and plant can and
sow ngs/cuttings seedlings hose pipes
seeds, .
e Provide - ) e Water
plant Principles: .
. shade and sprinklers
seedling mulchin The  student Garb
and g should use | ¢ >arbage
explain o Water principles tins  and
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training or
Title Title d Requirements/ of
Teaching : Underpinning | Suggested .
SIS and Process Services Knowledge Resources Eg;‘
Learning | Assessment Assessment per
Methods i
Uni
t
the sowed involved in plastic
importan seeds/new sowing seed bags
ce of seedlings and plant | ¢  Personal
sowing seedlings Protective
seed and ears
Theories: The g
plant e New
seedlings studept should seedlings
describe  the
. : e Seeds
Practica importance of
- e Small
I sowing seeds arden
demonst and plant ﬁoe/rake
ration: seedlings
Show the Circumstanti
al
process )
of knowledge:
sowing Detailed
seeds knowledge
and about:
planting .
seedlings Seedlings
to
students
in the
worksho
p.
Hands
on
activities
Guide
the
students
in
managea
ble
groups to
Sow
seeds
and plant
seedling
(d) Brainsto | The student | Seedlings Detailed The following
rm: should be able | transplanted | knowledge tools,

as

per

equipment and
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Assessment Criteria

Nu

mb
Module | Unit Suggeste Training er
Title Title d Requirements/ of
Teaching : Underpinning | Suggested .
SIS and Process Services Knowledge Resources Eggl
Learning | Assessment Assessment or
Methods o
Uni
t
Transplanti | Guide to: established | of: safety gears are
ng seedlings | the ) procedures to be available:
student e Dig, level, Method used:
to define and  apply The student | ¢  Watering
transplan manure should can  and
t and | ®  Select practice how hose pipes
explain seedlings/cu to transplant | ¢  Water
the ttings seedling sprinklers
importan | ¢  Transplant Principles: . Qarbage
ce of to new dug tins  and
The student .
transplan out hole plastic
. . should use
ting e Provide C bags
. principles
seedlings shade and : .| e Personal
mulching involved in Protective
Hands- |4 \water new transplanting gears
on X seedlings .
seedlings e Seedlings
?Ct'v't'es Theories: The
student should
Guide explain
the importance of
students transplanting
in seedling
Managea Circumstanti
ble al
groups to knowledge:
transplan
t Detailed
seedling knowledge
Plant
transplanting
20 21 @) Brainsto | The student | Flowers Detailed The following | 20
Arrangin ) rm: should be able | selected as | knowledge tools, 0
g | Selecting . to: per of: equipment and
interior | Arrangin | flowers Guide _ established safety gears are
decorati | 9 flowers the * Identify procedures | Method to be available:
ons student flowers used: The
to define | ¢  Select student e Flower
flower flowers as should vase
and per theme explain  how | ¢  Cutting
explain occasion to select shears
the o Identify flowers o Secateurs
importan tools e Candle
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ ’ Undergin Requirements/ | ¢
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment Oes
Methods Bni
t
ce of required Principles: holder
selecting | e  Arrange The student | ¢  Oasis
flowers flowers should floral foam
| e Clean tools describe e Plate
Interacti and  store principles e Small
ve . them involved in bucket
simulati selecting e Colour
on and flowers scheme
animatio . .
ns: Theories: * Videoclip
. The student
Guide should
the mention  the
students importance of
Fhrough_ selecting
Interactiv flowers
e
simulatio Circumstanti
n and al
animatio knowledge:
n to .
visualize Detailed
selecting knowledge
of about:
flowers Matching
Hands- colours  with
on themes
activities
Guide
the
students
in
managea
ble
groups to
select
flowers
(b) Brainsto | The student | Flowers Detailed The following
. rm: should be able | arranged as | knowledge tools,
Arranging ) to: per of: equipment and
flowers Guide established safety gears are
the e Arrange standards Method to be
student tools used: The | available:
to required student should
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ " Underoinn Requirements/ of
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment oes
Methods Bni
t
arrange e Arrange exemplify e  Flower
flowers flowers how to vase
and e Display arrange e Cutting
explain arranged flowers as shears
the flowers theme e Candle
importan | e  Distribute o holder
ce of flowers Principles: e Oasis
arrangin | o Refresh The = student floral foam
g flowers arranged should ~ use | | Spray
flowers procedures : bottle
Hands- involved in )
on e Store arranging . Cpcktall
activities unused flowers sticks
) flowers e Plate
e Clean tools Theories: e Container(
Guide used and The student bucket)
the store them should e Gloves
students describe the | ¢ Pins
in importance of | 4 Ribbons
managea arranging e Wrapping
ble flowers paper
g:;)aunp;seto Circumstanti | ® Personal
flowers al Protective
knowledge: Gears
Detailed
knowledge
about
e Flower
arrangem
ents
e  Customer
s/staff
allergic
to flower
scent
(©) Brainsto | The student | Arranged Detailed The following
. . rm: should be able | flowers knowledge tools,
Displaying . to: displayed of: equipment and
and Guide _ and safety gears are
distribute the e ldentify distributed | Method available:
arranged student tools as per used: The
flowers to required established | Studentshould | e Flower
display | e  Arrange describe how vase
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Assessment Criteria

Nu

Module | Unit Suggeste Training g;b
Title Title Ejl’ ’ Underoini Requirerr(;ents/ o
eachin . nderpinnin Suggeste 8
E LS and ° Process Services Knowl%dge ’ Reggurces Eg;‘
Learning | Assessment Assessment per
Methods U
ni
t
the tools standards to display and | ¢  Ribbon
flowers required distribute e Candle
and e Arrange arranged holder
explain flowers flowers as per | o  Qasis
the e Display and theme floral foam
importan istribut L i
ce P of ?Ic?wet;l; ) Principles: ) \C/:vrl]rlg I:r:zgsh
; ; The student .
displayin | ¢  Refresh e Wire cutter
g and arranged should e Plate
distributi flowers outline e Floral tane
ng e Clean tools procedures . P
involved in | ® Gloves
arranged and  store : : S
flowers them displaying . pray
and bottle
Hands- distributing e Pins
on arranged e Ribbons
activities flowers e  Wrapping
Theories: S?g\%s
Guide The  student | | Flower
the should storage
students explain  the facility
in importance of «  Working
managea displaying table
ble and L
groups to distributing * Wiping
) arranged cloth
display flowers
and
distribute Circumstanti
arranged al
flowers knowledge:
Detailed
knowledge
about
Flowers
displays
(d) Brainsto | The student | Arranged Detailed The following
. rm: should be able | flowers knowledge tools,
Refreshing . to: refreshed as | of: equipment and
arranged Guide per safety gears are
flowers the e Select established | Method to available:
student flowers  as | standards used: The
to per theme student should | ¢  Flower
refresh occasion explain  how vase

99




Assessment Criteria

Nu

. mb
Module | Unit Suggeste Training er
Title Title d Requirements/ | ¢
Teaching . Underpinning | Suggested :
Elements and Process Services Knowledge R Eg;‘
Learning | Assessment Assessment per
Methods A
uUni
t
arranged | ¢  Arrange to refresh | ¢  Secateurs
flowers tools arranged e Candle
and required flowers as per holder
explain | ¢ Refresh theme e Oasis
the arranged Principles: floral foam
importan : i
p flowers The student | ® Watering
ce of e Clean used hould can
refreshin tools  and islll(j:trate e Chicken
g store them wire mesh
procedures .
arranged . .| o Cocktail
involved in .
flowers . sticks
refreshing ;
Practica arranged Wire outter
I flowers e Floral pins
demonst . * Plate
ration: Theories: e Floral tape
The student | Container(
Show the should bucket)
process mention th(:,c e Gloves
of importance of | | Spray
. refreshing
refreshin arranaed bottle
g g e Pins
flowers .
arranged ¢ Ribbons
flowers Circumstanti | ¢ Wrapping
to al paper
students knowledge: Igzlloves
in the ; ¢ Oower
Worksho Detalled Storage
) l;gg\évtledge facility
: e  Working
e Matching taple_
colours | ® Wiping
Hands- with cloth
on themes
activities e  Customer
: s/staff
Guide allergic
the to flower
students scent
in
managea
ble
groups to
refresh
arranged
flowers
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ " Underoinn Requirements/ of
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment Oe?
Methods [JJni
t
22 (@) Brainsto | The student | Indoor Detailed The following | 179
. . rm: should be able | plants knowledge tools,
Arrangin | Selecting . to: selected as | of: equipment and
g indoor | indoor Guide per safety gears are
plants plants the e Obtain the | gstaplished | Method to be available:
student order  for | standards used: The
to define flowers to student should | ¢  Potted
indoor fit the describe how flowers
plants occasion to select | ¢  Flower
and plans indoor plants pots, jugs
explain e ldentify and L and vases
the prepare Principles: e  Buckets,
importan indoor The  student baskets
ce of plants should ~use | | Potted
selecting | ¢  Distribute/di prlnmples . flower
indoor splay indoor involved in stands
plants plants selecting e Flower
indoor plants )
Hands- | ® Arrange hanging
on indoor Theories: The basket
activities plants  as student should
) desired explain  the
importance of
Guide selecting
student indoor plants
::anagea Circumstanti
ble to al
select knowledge:
indoor Detailed
plants knowledge
about
Factors  for
selecting
indoor plants
(b) Brainsto | The student | Indoor Detailed The following
) rm: should be able | plants knowledge tools,
Arranging . to: arranged as | of: equipment and
indoor Guide per safety gears are
plants the  ldentify and | established | Method to be available:
student prepare standards used: The
to indoor student should | ¢  Potted
arrange plants explain  how flowers
indoor e Arrange to arrange | e«  Flower
plants indoor pots, jugs
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title | Title $ ’ Urdersinn Requirerréents/ of
eaching . nderpinning | Suggeste .
SIS and Process Services Knowledge Reggurces Eg;‘
Learning | Assessment Assessment per
Methods i
Uni
t
and plants  as indoor plants and vases
explain desired . e  Buckets,
the e Distribute/di Principles: baskets
importan splay indoor The student and
ce of plants should scissors
arrangin | ¢ Clean tools identify e Potted
g indoor and  store principles flower
plants them !;\r/:r:\g!?r?g In stands
: e Flower
Hands- indoor plants hanging
on .
activities Theories: The basket
) student should | ®  Gloves
describe the | «  Flower
Guide importance of storage
the arranging facility
students indoor plants | ¢  Watering
in ] ) can
managea glrcumstantl e  Step ladder
ble e  Wipin
groups knowledge: clofh g
through Detailed
hands-on knowledge
activities about
to
arrange Different
indoor arrangements
plants of indoor
plants
(©) Brainsto | The student | Indoor Detailed The following
) rm: should be able | plants up- | knowledge tools,
Up-keeping kept  and equipment and
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title Ejl’ " Underoinn Requirements/ of
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Reggurces Eggl
Learning | Assessment Assessment per
Methods i
Uni
t
and Guide to: maintained | of: safety gears are
maintaining | the as per to be available:
indoor student | ® Place order | gsiaplished | Method
plants to  up- for indoor | standards used: The | ¢ Potted
keep and plants _student should flowers
maintain | © Arrange illustrate how | ¢  Flower
indoor indoor to  up-keep pots, jugs
plants plants  as and  maintain and vases
and desired indoor plants | & Buckets,
explain e Maintain - . baskets
th‘f indoor 'IID'r?enCIpslteusdent and
importan plants should list scissors
ce of up- | ® Pick dead principles e Potted
keeping leaves from involved in flower
and indoor up-keeping stands
maintaini plants and e  Flower
ng * Keep maintaining hanging
indoor records of basket
plant e Clean used e Gloves
tools  and indoor plants | ¢  Flower
Hands store them _ storage
on Theories: The facility
E-B.CtIVItIeS studer_1t should | | Watering
gxplaln the can
Guide Lngpf er;;?gg of |, Persongl
the and protective
students maintaining Gears
In indoor plants
managea
ble Circumstanti
groups al
to up- knowledge:
keep and
maintain Detailed
indoor knowledge
plants about
Upkeeping of
plants
30 31 €)] Brainsto | The student | Furniture Detailed The following | 140
L L rm: should be able | maintained knowledge tools,
Maintain | Up- Maintainin ) to: as per | of: equipment and
Ing keeping g furniture | Guide established safety gears are
furniture | furniture, the e Select standards Method to be available:
, fixtures | fixtures student tools and used: The
and and to define equipmen student should | ¢  Chandelier
furniture t required explain  how s
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training or
Title Title d Requirements/ | ¢
Teaching . Underpinning | Suggested .
E LS and Process Services Knowledge Resources Eg;‘
Learning | Assessment Assessment per
Methods i
Uni
t
fabrics fabrics and e Clean to e Lamps
explain furniture - e Wardrobe
the regularl il * Tables
importan g y furniture e Chairs
ce ~of) Keep Principles:
?g . in should use
urniture p 1 principles
Hands- avoura involved  in
on le maintaining
activities condition furniture
: s (in Theories: The
Guide shades student should
the and dry illustrate ~ the
students areas) importance of
in maintaining
managea . Inspgct furniture
ble furniture Circumstanti
groups to for loose al
]rcnalr]:aln joints knowledge:
urniture _ Detailed
e Repair knowledge
furniture about:
when
required
Cleaning
furniture
Storing
furniture
(b) Brainsto | The student | Fixtures Detailed The following | 118
rm: should be able | maintained | knowledge tools
L . to: as per | of: equipment and
Maintaining | Guide ) established safety gears are
fixtures the e Identify standards Method be available:
student fixtures used: The
to define e Identify student should | ¢  Computer
fixtures broken demonstrate e Telephone
and fixtures how  to e Logbook
explain e Inspect maintain e Chandelier
the broken fixtures s
importan i
Cep of fixtures Principles: * Lamps

104




Assessment Criteria

Nu

S - mb
Module | Unit uggeste Training er
Title Title Ejl’ - A Requirements/ | ¢
eaching . nderpinning | Suggested .
SIS and Process Services Knowledge Resources Eg;‘
Learning | Assessment Assessment per
Methods Uni
t
maintaini e Report The student | ¢  Carpets
ng broken should e Curtains
fixtures fixtures mention e Wardrobe
e Keep principles
Hands- maintenan involved in
on ce records maintaining
activities fixtures
: Theories: The
Guide student should
the explain  the
students importance of
in fixtures
managea Circumstanti
groups to knowledge:
maintain Detailed
fixtures knowledge
about:
Safety
measures in
up  keeping
fixtures
(c) Discussi | The student | Fabrics are | Detailed The following | 130
on: should be able | maintained | knowledge tools
L ) to: as per | of: equipment and
Maintaining | Guide ) established safety gears are
fabrics the e ldentify | procedures | Method to be available:
students nature  of used: ~ The
in groups fabric _studentshould e Log book
to damages illustrate how | ¢  Lamps
discuss * ssjilgi)tle o o (Carpets
about material/a maintain ¢ \(;\;thglni
maintaini fabrics ¢ ardrobe
ng fabric gent L0 * Sofa
persons restore the Principles: | e  Upholstere
fab_rlc_ The  student d furniture
e Mmaintain should apply
fabrics principles
involved in
maintaining
fabric
Theories: The
. student should
Practica

explain  the
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Assessment Criteria

Nu

Module | Unit Suggeste Training anb
Title Title Ejl’ ’ Underoin Requirements/ | ¢
eaching . nderpinning | Suggested .
E LS and Process Services Knowledge Reggurces Eg;‘
I'\_/tlaarnlng Assessment Assessment per
ethods Uni
t
I importance of
demonst maintaining
ration: fabrics
Lead Circumstanti
students al
to show knowledge:
the Detailed
knowledge
process )
about:
of
maintaini Safety
ng measures in
fabrics to up keeping
students fabrics
in the
worksho
p.
Hands-
on
activities
Guide
the
students
in
managea
ble
groups to
maintain
fabrics
32 @) Brainsto | The student | Broken Detailed The following
. rm: should be able | furniture knowledge tools,
| Inspecting . to: inspected of: equipment
Reportin | and Guide and reported safety gears are | ;1
g faults | reporting the e Inspect as per Method to be available:
in broken student and record | estaplished | Used: The
furniture, | furniture to furniture standards student should | e  Maintena
fixture . . defects on demonstrate nce
and identify maintenan how to report
fabrics types of ce report inspect  and form
broken form /log report broken | e Job card
1;l;|]rdn|ture book furniture o Log book
explain * Egi\:lvt?er:an Principles: * Painting
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Assessment Criteria

Nu

. mb
Module | Unit Suggeste Training or
Title Title Ejl’ ’ Underoin Requirements/ | ¢
eaching . naerpinning | Suggested i
E LS and Process Services Knowledge Reggurces Pg”
Learning | Assessment Assessment oes
Methods Bni
t
the ce reports The student | e wardrobe
importan form  to should use | e Table
ce of maintenan principles e Chair
inspectin ce section involved in| o cuyrtain
g and| e Record inspecting and rail
reporting remedies reporting e Bed side
broken done  on broken lamp
furniture the  job furniture shade
Practic | fJa;;gate Theories: * Writing
al furniture The  student desk
e Luggage
demon status should rack
stratio Qescrlbe the
. importance of
n: inspecting and
Organis tr)epokrting
€ the fl:?ni(telr}re
students
to show Circumstanti
the al
procedu knowledge:
res of .
inspectin Detailed
g and knowledge
reporting about:
broken Reporting
furniture procedures for
broken
furniture
Hands-
on
activities
Guide
the
students
in
managea
ble
groups to
inspect
and
report
broken
furniture
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title Title d Requirements/ of
Teaching . Underpinning | Suggested .
SIS and Process Services Knowledge Resources Eg;‘
Learning | Assessment Assessment or
Methods Bni
t
(b) Brainsto | The student | Broken Detailed The following
. rm: should be able | fixtures are | knowledge tools
Inspecting ) to: inspected of: equipment and
and Guide ) and reported safety gears are
reporting the o ldentify | 55 per | Method to be available:
broken student broken established | Used: The
fixtures to fixtures procedures student should | ¢  Computer
inspect e Inspect explain how | ¢  Telephone
and broken to inspect and | o«  Log book
report fixtures report broken | ¢  chandelier
broken e Report fixtures s
fixtures broken ° Lam
e ps
and fixtures Principles: e Carpets
explain The student 4
e Keep should e Curtains
the maintenan i
Importan ce records mention
ce of principles
inspectin involved in
g and inspecting and
reporting reporting
broken broken
fixtures fixtures
Hands- Theories:
on The  student
activities should
. describe  the
importance of
Guide inspecting and
the reporting
students broken
in fixtures
managea ) )
ble Circumstanti
groups to al
inspect knowledge:
?:gort Detailed
knowledge
b_roken about:
fixtures
Reporting

procedures for
broken
fixtures
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Assessment Criteria

Nu

- mb
Module | Unit Suggeste Training er
Title | Title $ ’ Urdersinn Requirerréents/ of
eaching . nderpinning | Suggeste .
SIS and Process Services Knowledge Reggurces Eg;‘
Learning | Assessment Assessment per
Methods i
Uni
t
(©) Discussi | The student | Worn  out | Detailed The following
. on: should be able | fabrics knowledge tools,
Inspecting to: inspected of: equipment and
and Guide and reported safety gears are
reporting students e Inspect as per | Method to be available
worn out | in having and record | established used: The
fabrics lengthy worn  out | standards student should e Maintena
conversa fabrics show how to nce
tions e Forward inspect and report
about maintenan report  worn form
inspectin ce reports out fabric e Jobcard
g and form to Princioles: e Log book
reporting mainte_nan The pstu dent e Lamp
worn out ce section hould ool bracket
fabrics e Repair shoul | PRI Carpets
fabrics principies e Curtains
Group e Record involved _ in e Wardrobe
Work: remedies inspecting and
done _on reporting e Sofa
Arrange the  iob worn out | ¢ Upholster
the ) fabric ed
students card . furniture
in groups Theories:
and The student
assign shoulq
tasks to describe  the
inspect importance of
and inspecting and
report reporting
worn out worn out
fabrics fabrics

Circumstanti
al
knowledge:

Detailed
knowledge
about:

Hotel fabrics
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Form Four

Table 6: Detailed Contents for Form Four

Module Assessment Criteria Traini
Title T Sl Num
. Unit Title Elements Suggegted _ Knowledge | Requirements | o of
g\gﬁ;geten (Specific | (Learning -Il_-ggtr:rr:ilr?gg and | process | Services | Assessment {Q o jJ‘Jr%EEStEd Perio
Competen | Activities) Assessme | o ds per
ssessmen
ce) ces) Methods i . Unit
10 11 @) Brainstorm: | The Energy Detailed The following | 120
Controllin o . . student usage on | knowledge | tools,
g energy | Maintaini | Dealing Guide  the | shoyld be | lighting of: equipment
and ng energy | with student 10 | gpje to: dealt with and  safety
environm energy define energy | as per | Method gears are to be
ent usage on | and explain | e Identi | hoyse used: The | yailable:
managem lighting | the fy | established | Student
ent importance of lights | standards should e Fan
dealing with ON in demonstrat | ¢  Air
energy usage unocc e how to condition
in lighting upied deal  with er
_ room energy e Heater
Role-Play: e Identi usage  on | ¢  Televisio
Guide the ;y/A lighting nset
students in gn . Principles: | ¢  Electric
small groups un The student kt_attle
to simulate oceup should * Lights
scenarios ied practice e Harr
around procedures dryer
I area involved in | ® Electric
dealing with e Identi deali tester
energy usage fy e_?hlng e Voltmete
on lighting electri :/J\lslageenergz r
cal S
heater lighting
in Theories:
unocc The student
Hands-on upied should
activities: area describe the
) e Identi importance
Guide  the fy TV of dealing
students in set with energy
manageable which usage  on
groups to is ON lighting
demonstrate in
how to deal unoce Circumsta
with different upied ntial
sources of area
energy Usage | o  |denti knowledge
on lighting fy the :
hair Detailed
dryer knowledge
which about:
is ON
in Environme
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Module

Assessment Criteria

Title A Training
- Unit Title Elements Sugge:sted . Knowledge | Requirements lt:lel.lrn:)f
g\gz”lngeten (Specific | (Learning I::f:;:g and | process Services Assessment {Q o jJ‘Jr%EEStEd Perio
ce) gezf)nmten Activities) Methods Assessme | Acsassmen ds per
nt t Unit
unocc ntal
upied sustainabilit
o Put y practices
off all
electri
cal
applia
nces
which
are
ON in
un
occup
ied
areas
(b) Brainstorm: | The Energy Detailed The following
. . student usage on | knowledge | tools,
Dealing Guide  the | shouid be | cooling/hea | of: equipment,
with student 10 | able to: ting and  safety
energy identify systems Method measures are
usage on | different o ldenti | dealt with | Used: The | i5 available:
cooling/hea | energy usage fy as per student
ting on cooling lights | established | Should o Refrigera
systems and  heating ON in | standards explain tor
and  explain unocc how to deal | ¢  Air
the upied with energy condition
importance of room usage on er
dealing with | ¢ [denti cooling or | ¢ Heater
energy usage fy heating e  Freezer
on ina/heat worki system e  Electric
cooling/heatin ng L kettle
Principles:
0 systems ?n/?n The student | ® Oven/Co
Hands-on should use oking
activities: un procedures ranges
ocTtup for dealing | ®  Electric
i ied .
Guide the with energy food
students  in area usage  on warmer
manageable e Identi cooling or | ¢ Electric
goups  to| Ty heating tester
identify electri system e Voltmete
different cal r
energy usage heater Theories:
on  cooling in The student
and  heating unocc should
systems upied explain the
area importance
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Module

Assessment Criteria

Title L Training
_ Unit Title Elements | Suggested _ Knowledge | Requirements Elelf':,f
et | S50 | (Caring | [Z5000 | prooms | Sendss | Assoment |/ Suggesd | e
ce) Competen | Activities) Methods Assessme | Acsassmen ds per
ces) nt ¢ Unit
e Identi of dealing
fy TV with energy
set usage on
which cooling or
is ON heating
in system
unocc .
upied Circumsta
area ntial
e ldenti knowledge
fy the .
hair
dryer Detailed
which knowledge
is ON about:
:JnI’IOCC Common
upied cool_ing and
. Put heatln_g
off all energies
electri
cal
applia
nces
which
are
ON in
un
occup
ied
areas
(©) Brainstorm: | The Energy Detailed The following
. . student usage on | knowledge | tools,
D_eallng Guide the | should be | machines of: equipment
with student 10 | aple to- dealt with and  safety
energy brainstorm as per | Method measures are
usage  on how to o ldenti | gstaplished | Used: The | g be
machines identify I%hts procedures, ;Li)duelgt available:
energy  usage ON in explain e Refrigera
on machines unocc how to deal tor
and  explain upied with energy | e Air
Fhe room usage on condition
importance of | || 4o machines er
dealing with fy e Heater
energy usage fan/A Principles: e Freezer

The student
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Module

Assessment Criteria

Title o T Training
: Unit Title Elements | Sudgested Knowledge | Requirements Ik:leurn:)f
(D (Specific | (Learning Teaching and | p 0 coc Services Assessment |/ Suggested | perio
g:ecimpeten ge(;r)npemn Activities) k/f;rr:‘(;gg ASSESSMe | Asspssimen Resources ds per
nt t Unit
on machines C in should e Electric
un describe kettle
Hands-on occup procedures | ¢  Oven/Co
activities: ied for dealing oking
Guide  the area with energy ranges
students  in | ® ldenti usage  on | e  Electric
manageable fy machines food
groups to deal 25“” Theories: warmer
with Heater The student | ©  Electric
f should tester
energy usage in S e Voltmete
on machines unocc illustrate h
upied the
area importance
e Identi of dealing
fy TV energy
set usage  on
which machines
s ON Circumsta
in ntial
unocc knowledge
upied .
area
o Identi Detailed
fy the knowledge
hair about:
ryer
whieh Energy
is ON using
in machines in
UNoCe hotels
upied
e Put
off all
electri
cal
applia
nces
which
are
ON in
un
occup
ied
areas
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Module

Assessment Criteria

Title A Training
- Unit Title Elements Sugge:sted . Knowledge | Requirements lt:lel.lrn:)f
| ot | Laning | TS0 010 | sy | Srs | Asesnt |1 Siogstd | peri
ce) Competen | Activities) Methods Assessme | Acsassmen ds per
ces) nt t Unit
12 @) Brainstorm: | The Water Detailed The following
. . student leakage knowledge | tools,
| Dealing Guide  the | should be | dealt with | of: equipment
Maintaini | with water | student to able to: according and safety
ng leakage . Method
environme define  water eutalisheg | used:  The | Seciiolc | oo
nt leakage, tandard student
identify o Identi | SAncares should e  Shower
possible fy explain tap
causes of water how to deal | «  Drains
water Ieakage leaka with water | o  Pipe
and  explain ge leakage range
Fhe areas N e Personal
importance of | e Repor Principles: Protective
dealing with t to The student X
water leakage maint should fc(}glppEn;en
enanc explain the
Role-Play: e unit procedures
Guide the :ggnti ;jr:a\;?ilr:lgd n
students in fied with water
sma_ll groups water leakage
to simulate leaka
scenarios ges Theories:
withregardto | o fol10 The student
dealing with W-up should
water leakage correc describe the
. importance
tive of dealing
measu .
with water
Hands-on res |eakage
activities:
Circumsta
Guide the ntia'
Students in know'edge
manageable .
groups to
demonstrate Detailed
how to deal knowledge
with water about:
leakage
Water
leakage
reporting
procedures
(b) Brainstorm: | The Garbage Detailed The following | 109
i . . student correctly knowledge | tools,
Disposing | Guide the | should be | disposed as | of: equipment
student  to per and  safety
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Module

Assessment Criteria

Title A Training
- Unit Title Elements Sugge:sted Knowledge | Requirements lt:lel.lrn:)f
(100 (Specific | (Learning Teaching and | o oo Services Assessment |/ Suggested | pgrig
g:e(;mpeten gezf)nmten Activities) k/f;m;gg Assessme | assessmen Resources ds per
nt t Unit
garbage define able to: established | Method gears are to be
garbage and | standards used: available:
explain  the | ® Ident
importance of fy The student | e Garbage
disposing  of uncoll should bins
garbage ected describe e Garbage
garba how to (plastic)
Hands-on ge dispose bag
activities: . _ garbage e Trolley
Guide student SISpgi Principles: |° Pféf:cq(?\l/e
in uncoll The student g uiomen
manageable ected should use t?PPpE)
groups to waste principles _
demonstrate e Identi involved in
how to disposing
dispose fn>1/issi garbage
garbage ]
ng Theories:
and The student
replac should
e litter explain the
bins
importance
of
disposing
garbage
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Environme
ntal
sustainabilit
y practices
(©) Brainstorm: | The Grey water | Detailed The following
) . student recycled as | knowledge | tools,
Recycling | Guide  the | shouid be | per of: equipment
grey water | student 10 | gpe to; established and  safety
define | procedures | Method gears are to be
recycle, grey | e Identi used: The | yailable:
water and fy student
explain  the grey should e Sewage
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Module

Assessment Criteria

Training

Title T
- Unit Title Elements Sugge:sted . Knowledge | Requirements lt:lel.lrn:)f
Competn | ST | Coaming | [0 o1 | pross | Sevies | Assoment || S| prc
o) Ce(;r;qpe en | Activities) Methods ,:;ssessme ;’-\ssessmen (ijsn?ter
importance of water show how pond
recycling grey | o to recycle | e  Personal
water Recyc grey water protective
R _ le o equipmen
ole-Play: grey Principles: t (PPE)
) water The student | o \yater
GUIde the f Shou'd
students in acr)1roth identify pump
small groups er use principles
to simulate involved in
scenarios on recycling
recycling grey grey water
water Theories:
The student
should
Hands-on explain the
activities: importance
. of recycling
Guide  the grey water
students in
manageable Circumsta
groups to ntial
demonstrate knowledge
the ways of :
recycling grey )
Detailed
water knowledge
about:
Waste
recycling
procedures
20 21 @) Brainstorm: | The Detailed The following | 120
Controllin | Controllin L . student Housekeep | knowledge | tools,
g g dentifying | Guide  the | gnoyld be | ing equipment
housekee | housekeep | Nousekeepi | student 10 | g6 to: operating | Of and  safety
ping ing budget | N9 define budget, | budget Method gears are to be
budget, operating | and  explain | e Identi | jdentified 0 | available:
costs and budget the fyand | a5 per used: The
requisitio importance of monit | established student e Daily
ns housekeeping or standards should revenue
operating house explain files
budget keepi ihge;/r\:tify © 1  Telephon
Hands-on g housekeepi ¢
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Module

Assessment Criteria

i S Trainin
TI'[|e- Unit Title Eloments Suggested ST Requiregments [t:|eurn:)f
g\gqugeten (Specific | (Learning [::f:;:g and | pyocess Services Assessment {Q o jj‘i%ggswd Perio
ce) Competen | Activities) Methods Assessme | Acsassmen ds per

ces) nt t Unit
activities: operat ng e  Printer
. ing operating e  Stationer
Guide  the costs budget y
students  in | Prepa e Calculato
manageable re Principles: )
groups to budge The student
demonstrate t sales should
how to apply the
identify principles
housekeeping involved to
operating housekeepi
budget ng
operating
budget
Theories:
A student
should
describe the
importance
of
identifying
housekeepi
ng
operating
budget
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Budgeting
(b) Brainstorm: | The Housekeep | Detailed The following
. student ing knowledge | tools,

. Guide the | should be | operating equipment
Monitoring | student to | aple to- costs of: and safety
housekeepi | brainstorm monitored gears are to be
ng how to | e ldenti | 5 per Method available:
operating | explain  the fy established used: The
costs importance of house | standards student e Daily

monitoring keepi should revenue
housekeeping ng explain files
operating budge how 014  Telephon
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Module

Assessment Criteria

Title L Training Num
_ Unit Title Elements | Suggested _ Knowledge | Requirements | o ¢
g\gqugeten (Specific | (Learning I::rc:;:g and | p,ocess Services Assessment {Q Suggested | perio
Competen S esources
ce) p Activities) Methods Assessme | Acsassmen ds per
ces) nt t Unit
costs t monitor e
_ housekeepi | o  Printer
Hands-on e Monit ng e Stationer
activities: or operating y
Guide  the Egs;e costs e Calculato
students  in ng Principles: | |r:> .
manageable operat The student brt(ajwotus
groups  to ing should use ege
exemplify costs the
how_ . principles
monitoring of involved in
houselfeeping monitoring
operating housekeepi
costs is ng
undertaken operating
costs
Theories:
A student
should
explain the
importance
of
monitoring
housekeepi
ng
operating
costs
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Operating
budget
(©) Brainstorm: | The Housekeep | Detailed The following
L . student ing sales | knowledge | tools,
Monitoring | Guide the | should be budget . equipment
Houselge?p studlef‘t ﬂgo able to: monitored | Of: and  safety
ing ales | explain e as per gears are to be
budget importance of Identi i Method
g p * established | o4 The

118




Module

Assessment Criteria

Title T Training
Unit Title . Num
Mai Elements _?_uggﬁ:sted q _ Knowledge | Requirements | po. ¢
g:oz”lngeten (Specific | (Learning Lz:rcnilr?g and | o ocess Services Assessment {Q Suggested | perio
Competen | Activities) Assessme esources ds per
Assessmen
ce) ces) Methods i . Unit
monitoring fy procedures | student available:
housekeeping house should
sales budget keepi explain o Computer
. ng how set
Practical operat monitor e Daily
demonstratio ing housekeepi revenue
n: costs ng  sales files
: budget e Telephon
Guide the e Monit g e P
students to or Principles: | ¢  Printer
show the house The student | §  stationer
process of keepi should y
monitoring ng apply the | §  ajculato
housekeeping operat prmmples _ r
sales budget Ing mvo!;/ec_i N e Previous
to students in costs hmoougleﬁgg];?i sales
the workshop. | ¢  Monit ng sales budget
. budget
house
Hands-on keepi
o n _
activities: sz?les Theories:
Guide the budge The student
students in t should
manageable SUMmM describe the
groups to ary importance
illustrate how of
to  monitor monitoring
housekeeping housekeepi
sales budget ng  sales
budget
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Arithmetic
Calculation
s
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Module

Assessment Criteria

Title L Training
- Unit Title Elements Sugge:sted _ Knowledge | Requirements Igleurn:)f
g\gqu;eten (Specific | (Learning [::f:;:g and | process Services Assessment {Q Suggested | perig
S esources
ce) gezf)nl)eten Activities) Methods ,:;ssessme ;’-\ssessmen (ijsnip;er
22 @) Brainstorm: | The Physical Detailed The following | 90
o . student count  of | knowledge | tools,
Initiating | Guide the | shoyld be | available | of: equipment
daily | Conducting | student 10 | gpjeto: | stock levels and  safety
requisition | physical define conducted | Method gears are to be
S count of stocktakmg_ e Cond | per used: The | gyailable:
available and explain uct established | student
stock level | the daily | procedures | should ¢ Computer
importance of physi illustrate set
conducting cal how 0| e Daily
physical count count conduct revenue
of available of physical files
stock level stock count  of | « Telephon
Hands.on levels available e
activities: stocklevel 1+ Prln.ter
_ Principles: | *  Stationer
Guide  the The student y
students in should e Calculato
manageable identify the r
groups to principles e Inventory
conduct involved in list
physical count conducting | ¢ Ledger
of available physical
stock level counting of
available
stock level
Theories:
The student
should
describe the
importance
of
conducting
physical
count  of
available

stock count

Circumsta
ntial
knowledge

Detailed
knowledge
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Module

Assessment Criteria

Title S Training
Unit Title ; Num
; Elements SIS _ Knowledge | Requirements | po. ¢

E:Mamt (Specific | (Learning 'II_'each_mg ad | process | Services | Assessment | / _Suggested | perjg

ompeten | competen B earning Resources

ce) p Activities) Methods Assessme | Acsassmen ds per
ces) nt t Unit
about:
Arithmetic
Calculation
s
(b) Discussion: The Detailed The following
) ) student Requisition | knowledge | tools,
Matching | Guide  the | should be |s in-line | of: equipment
requisitions | students in | apje to: with and  safety
in-line with | conversations business Method gears are to be
business | to share about forecast used: The | ayailable:
forecast matching . matched as | Student
requisitions | ® TTEPA 0 should e Computer
in-line  with ri list | Cctablished | €xplain set
business 0 standards hOW to L] Da||y
forecast items match revenue
to be requisition files
grdere in line with | «  Telephon
business
Hands-on e Fill forecast .
iidings . e  Printer
activities: requis .
. ition Principles: | ®  Stationer
Guide the
. forms The student y
students in e Calculato
L]
manageable Seek should r
author summarise
groups to o h
izati
match atio the
requisitions n principles
in-line  with signat involved in
business ure matching
forecast requisitions
in-line with
business
forecast
Theories:
The student
should
describe
how to
match
requisitions
in-line with
business
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Module

Assessment Criteria

Title A Training
- Unit Title Elements Sugge:sted . Knowledge | Requirements lt:lel.lrn:)f
| ot | Laning | TS0 010 | sy | Srs | Asesnt |1 Siogstd | peri
ce) Competen | Activities) Methods Assessme | Acsassmen ds per
ces) nt i Unit
forecast
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Arithmetic
Calculation
S
(c) Brainstorm: | The Daily Detailed The following
. student requisitions | knowledge | tools,
. Guide the | should be | requested | of: equipment
Requesting | student 10 | able to: as per and  safety
daily explain  the established | Method measures are
requisitions | importance of | e  Fill standards used: The | ¢ be
daily requis student available:
requisitions ition should
forms explain e Computer
Ha'_"qs_'or_‘ e Seek how to set
activities: author develop o Daily
Guide  the izatio request revenue
students in n daily files
manageable signat requisitions | o Te|eph0n
groups  to ure Principles: S
exemplify The student | ®  Reguisit
how  request should use on Book
daily the e  Printer
requisitions principles e  Stationer
are performed involved in y
request e Calculato
daily r
requisition | ® Budget
control
Theories: forms
The student | o Assorted
should requested
highlight item
the
importance
of request
daily
requisition
Circumsta
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Module

Assessment Criteria

Title — Training
: onitite Elements | Su99ested Knowledge | Requirements Ik:leurn:)f
E:Malnt (Specific | (Learning 'Il_'each_mg and | process Services Assessment |/ Suggested | pgrig
ompeten Ar earning Resources
. cC::e(;r)npeten Activities) Methods ,:;ssessme ;’-\ssessmen (ijsnip;er
ntial
knowledge
Detailed
knowledge
about:
Requisition
procedures
33 @) Brainstorm: | The Correctnes | Detailed The following | 81
. . . student s of sales | knowledge | tools,
Collecting | Checking | Guide —the | shoy1g pe | summaries | of: equipment
daily correctness | student 10 | gpje to; checked as and  safety
revenue of  sales | explain  the per Method gears are to be
data summaries | importance of | e  Acces | gstaplished | USed: The | available:
checking S procedures student
correctness of room should e  Computer
sales sales show how set
summaries summ to  check | ¢« Daily
aries correctness revenue
Hands-on | o y/grif of sales| files
Guide the sales - . e
students  in summ _FF;anltﬁ(ljeesﬁt e Printer
manageable aries should e  Stationer
groups to apply y
check principles e Calculato
correctness of involved in r
sales checking
summaries correctness
of sales
summaries
Theories:
The student
should
illustrate
the
importance
of checking
correctness
of sales
summaries
Circumsta
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Module

Assessment Criteria

Title L Training
_ Unit Title Elements | Suggested _ Knowledge | Requirements Eet.'rn:,f
(Main (Specific | (Learning Teach_lng and e Services Assessment |/ Suggested | parig
g:e(;mpeten Competen | Activities) k/f;m;gg Assessme | Assessmen Rt ds per
ces) nt t Unit
ntial
knowledge
Detailed
knowledge
about:
Arithmetic
Calculation
S
(b) Brainstorm: | The Daily shift | Detailed The following
. . student revenue knowledge | tools,
Pr_oducm_g Guide the | should be | data of: equipment
daily shift studept 10 | apleto - produced and safety
revenue explain  the as per Method gears are to be
data importance of | ¢ Acces | gstaplished | US€d: The | svailable:
producing S standards student
daily  shift room should o Computer
revenue data sales describe set
] summ how daily | ¢ Daily
Practical aries shift revenue
demonstrat | , \erif revenue files
ion: y data  are | « Telephon
sales produced e
Show thef summ principles: | * Printer
. X : .
BrggScs:isng ° . aeres The student | ®  Stationer
C ) econ y
daily ~ shift cile should use | Calculato
revenue data sales prmmples_ r
detail mvolvgd in
. producing
daily shift
revenue
Hands-on data
activities: Theories:
Guide  the qne student
students in > OIlj- th
manageable ﬁ)}(qp grltr;mcee
groups to Ofp
produce daily duci
shift revenue gr(_)l ucmﬁ_ﬁ
data ay S
revenue
data
Circumsta
ntial
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Module

Assessment Criteria

Title S Training
. Unit Title Elements | Sudgested . Knowledge | Requirements It:Ieurn:)f
(100 (Specific | (Learning Teaching and | o oo Services Assessment |/ Suggested | pgrig
g:e(;mpeten gezf)nmten Activities) k/f;m;gg Assessme | assessmen Resources ds per
nt t Unit
knowledge
Detailed
knowledge
about:
Hotel
revenue
(©) Brainstorm: | The Discrepanc | Detailed The following
. . student y report | knowledge | tools,
Compiling | Guide  the | ghoyid be | compiled | of: equipment
and | student 10| gpe 1o; and and  safety
Reconcilin _explaln the reconciled | Method gears are to be
g |mpor_tance of as per used: The | yailable:
discrepanc | compile and established | student
y report reconcile e ACCeS | o dards | should e Computer
discrepancy s sales demonstrat set
report summ e how to|e Daily
. ares compile revenue
Practical _ o Verif and files
demonstratio y the reconcile e Telephon
n: sales discrepancy o
summ ;
Guide the aries report ° Prln.ter
students to e Recon Principles: | ®  Stationer
show the cile The student y
process of the should * Calculato
compiling and sales specify the '
reconciling detail principles
discrepancy S involved in
report in the Zﬁgﬂplle
workshop. reconcile
Group discrepancy
Work: report
Arrange
students in Theories:
groups and The student
assign tasks should
related to illustrate
maintaining a the
clean and tidy Importance
working of
environment. compiling
and
reconciling
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Module

Assessment Criteria

Title A Training
- Unit Title Elements Sugge:sted . Knowledge | Requirements lt:lel.lrn:)f
(D (Specific | (Learning Teaching and | p 0 coc Services Assessment |/ Suggested | perio
g:e(;mpete“ Competen | Activities) k/f;?(;gg ASSESSE | Assessmen Resources ds per
ces) nt t Unit
discrepancy
report
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Arithmetic
Calculation
S
30 31 @) Brainstorm: | The Annual Detailed The following | 136
Supervisi ] . . student leave roster | knowledge | tools,
ng Planning | Planning | Guide the | should be | planned as | of: equipment
housekee |and | annual student 10 | gpe to: per and  safety
ping organizing leave roster | define annual | established Method gears are to be
operation | duties leave  and | e ldenti | standards | Used: The | yailable:
S explain its fy and student
importance record should e Computer
on plan names demonstrat set
annual leave of e how to|e Daily
roster staff plan annual revenue
e Meet leave roster files
Hands-on and - e Telephon
activities: discus Principles: e
. ; The student .
Guide  the s with should Printer
students  in staff exolai Stationer
about plain the
manageable their principles y
groups to plan refr involved in | ® Calculato
annual leave pnee planning r
roster gnces annual
leaves leave roster
e Plan Theories:
duty The student
roster should
e Distri describe the
bute importance
duty of planning
roster annual
e Plan leave roster
annua

Circumsta
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Module

Assessment Criteria

i o Trainin
Tlﬂﬁt Unit Title Elements Sugge:sted Knowledge Requiregments Ik:leurn:)f
g\gqu;eten (Specific | (Learning [::f:;:g and | process Services Assessment {Q Suggested | perig
i esources
@ cC::e(;r)npeten Activities) Methods ,:;ssessme ;’-\ssessmen (ijsnip;er
leave ntial
knowledge
Detailed
knowledge
about:
Human
Relations
aspects
(b) Discussion: | The Duty roster | Detailed The following
. student planned as | knowledge | tools,
Planning | Guide the should be | per of: equipment
duty roster | students in able to: established and  safety
conversations standards Method gears are to be
about gtfjedotla:nt The | available:
E(!itnenrmg duty | o denti should e Computer
: fy and show how set
record to plan duty | e  Daily
names roster revenue
Individual of o files
assignment: staiff Principles: | Staff
e Meet The student work
Assign tasks and should sheet
on planning discus identify the | | Telephon
duty roster to s with principles e
each student staff nvolved in | = oo
in the about planning e Job
their duty roster .
class/worksho prefer descriptio
p. ences Theories: n
on The student | e  Stationer
worki shoulq y
ng gxplaln the | « Calculato
shifts importance r
of planning
e Plan duty roster
duty Circumsta
roster ntial
e Distri knowledge
bute :
duty
roster Detailed
e Alloc knowledge
ate about
duties Human
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Module

Assessment Criteria

: - Training
Title Unit Title Elements 5ugge§ted Knowledge | Requirements Eleurrgf
g\gzqi;eten (Specific | (Learning I::f:i':g and | process Services Assessment {Q o jJ‘Jr%EEStEd Perio
. cC::e(;r)npeten Activities) Methods ,:;ssessme ;’-\ssessmen (ijsnip;er
to Relations
staff aspects
(©) Brainstorm: | The Daily Detailed
. . student duties knowledge
Allocating | Guide  the | shoyid be | allocated as | of:
daily duties | student 0 | aple to- per
explain the established Method
importance of | e identi | standard used: The
allocating fy procedures student
daily duties duties should
of summarise
each procedures
Hands-on staff of
activities: o ldenti allocating
fy daily duties
Guide the daily Lo
students in skills Principles:
manageable requir The student
groups to ement shoulgl
allocate daily S ex_pla_ln the
duties e Identi prlnmples_
involved in
rf1>L/me aII_ocating
er and daily duties
skills Theories:
of The student
each should
staff clearly state
e Alloc the
ate importance
duties of
to allocating
staff daily duties
Circumsta
ntial
knowledge
Detailed
knowledge
about
Human
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Module

Assessment Criteria

Title T Training Num
_ Unit Title Elements | Suggested _ Knowledge | Requirements | o ¢
g\gqugeten (Specific | (Learning [::f:;:g and | process | Services | Assessment {Q Suggested | perig
Competen f esources
ce) p Activities) Methods Assessme | Acsassmen ds per
ces) nt t Unit
Relations
aspects
(d) Brainstorm: | The Shift report | Detailed The following
. . student prepared as | knowledge | tools,
Preparing | Guide — the | shoy1d be | per of: equipment
shiftreport | student 10 | gpe to: established and  safety
define  shift standards | Method gears are to be
report  and | e Plan used: The | yailable:
explain  the duty student
importance of roster should e Computer
preparing e Distri explain set
shift report bute how to | ¢ Shift
duty prepare Handing
Hands ~on roster shift report over
activities: N Alloc PrinCipleS- file/book
Guide student ate. The student | ¢ Telephon
in manageable duties should e
groups to aooly  the | ©  Printer
through hands staff p?i?]():/iples e  Stationer
to prepare re reparin e Calculato
shift report shift EhifF; repgrt r
report
S Theories:
The student
should
illustrate
the
importance
of
preparing
shift report
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Preparation
of reports
@) Discussion: The Staff Detailed The following
. student briefing knowledge | tools,
Guide the
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Module

Assessment Criteria

Title S Training
- Unit Title Elements Sugge:sted Knowledge | Requirements Elel'lrrgf
E:Malnt (Specific | (Learning 'Il_'each_mg and | process | Services | Assessment |/ Suggested | pgrig
ompeten L earnin
) p geosr;qpeten Activities) Methodg ,:;ssessme ;’-\ssessmen Resources ﬂsnﬂer
Conducting | students to should be | conducted | of: equipment
staff share about able to: as per and  safety
briefing how to established | Method gears are to be
conductstaff | ®  CONV | standards | Used: The | ayajlable:
. ene student
briefing. staff should e Computer
) . at a explain set
Role-Play: desig how to | e Daily
Guide the nated conduct revenue
students in area staff files
small groups | ® Prepa briefing e Telephon
to simulate e Principles: €
scenarios 223? The stﬁdent * Daily
related to . should staff
giving first be describe the br'eng
aid to injured discus principles repor
. : : file/book
and bleeding sed in involved in |/ Printer
persons the conducting e Stationer
briefi staff aHone
briefing y
ng e Calculato
e Cond Theories: r
uct The student
staff should
briefi explain the
ng importance
to
conducting
staff
briefing
Circumsta
ntial
knowledge
Detailed
knowledge
about:
Group
discussion
skills
32 (b) Brainstorm: | The Tools and | Detailed The following | 136
. . student equipment | knowledge | tools,
Control Ordering Guide  the | should be | ordered of: equipment
tools and | and student to
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Module

Assessment Criteria

Title S Training
- Unit Title Elements Sugge:sted Knowledge | Requirements Eleurrgf
(D (Specific | (Learning Teaching and | p 0 coc Services Assessment |/ Suggested | perio
g:e(;mpete“ Competen | Activities) k/f;?(;gg ASSESSE | Assessmen Resources ds per
ces) nt i Unit
equipment | recording explain  the | able to: and Method and safety
tools and | importance recorded as | used: The | gears are to be
equipment | ordering and | * Keep | per student available:
recording record | established | should
tools and tools | standards | explain e Computer
equipment and how  to set
equip order and | * Ledger
Hands-on ment record tools book
activities: e Recor and e Telephon
: d equipment e
sudents | 10k | e pnter
on Principles: | o  stationer
manageablet equip The student y
g:ﬁgfs ang ment . e Calculato
issued point  out
record tools, | | oo the r
and d principles
equipment dama involved in
ged ordering
tools and
and recording
equip tools and
ment equipment
* gegg;t Theories:
of The student
| should
;?l% s Qescribe the
oqui importance
quip of ordering
ment
and
o Seek recording
?;;2? tools  and
0t equipment
discar Circumsta
d ntial
dama knowledge
ged :
tools
and Detailed
equip knOWIedge
ment about
e Order Procedures
new of ordering
tools tools  and
and_ equipment
equip
ment
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Module

Assessment Criteria

Title S Training
- Unit Title Elements Sugge:sted _ Knowledge | Requirements Igleurn:)f
g\gmgeten (Specific | (Learning I::rc:;:g and B Services Assessment {Q esjﬂgggsted Perio
@ cC::e(;r)npeten Activities) Methods Assessme Assessmen ds _per
nt t Unit
() Brainstorm: | The The following
. student ) tools,

_ Guide the | should be | Stock Detailed equipment
Conducting | student 0 | aple to- taking knowledge | gnq safety
stock define  stock conducted | of: gears are to be
taking taking. and | e Carry [as  per available:

explain  the out established | Method
importance of physi | standards | used: The | ¢ computer
conducting it cal student set
counti shoulq o Ledger
G_roup_ _ ng of explain book
discussion: all how to|, Telephon
Guide  the invent Con?(uak- e
student  in ories SlocKT2KING |, printer
manageable * Keep Principles: | ¢ Stationer
groups to record The student y
discuss  the tools should e Calculato
importance of and classify the r
conducting equip principles e Stock
stock taking ment involved in taking
e Recor conducting sheet
Hands-on d stock taking
activities: tools
. on Theories:
Guide  the equip The student
students in ment should
manageable issued describe the
groups 10| O oocor importance
conduct stock d of
taking dama conducting
ged stock taking
;?]%IS E]:tiigzlumsta
(rer?eur:{) !<nowledge
e Recor
d cost Detailed
of knowledge
tools about;
and
equip Tools and
ment equipment
e Seek
author
izatio
n to
discar
d
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Module

Assessment Criteria

i S Trainin
TI'[|e- Unit Title Eloments Suggested ST Requiregments [t:|eurn:)f
g\gqugeten (Specific | (Learning [::f:;:g and | process | Services | Assessment {Q o jj‘i%ggswd Perio
@ cC::e(;r)npeten Activities) Methods Assessme Assessmen ds _per

nt t Unit
dama
ged
tools
and
equip
ment
e Order
new
tools
and
equip
ment
(d) Brainstorm: | The The following
. . student ) tools,
Producing | Guide the | should be | Stock Detailed equipment an
stock student 0 | aple to: taking knowledge | and  safety
taking define  stock report of: gears are to be
report taking and | ¢ Keep | produced available:
explain  the record | as per | Method
importance of tools | established | Used: The | ¢ compyter
producing and standards | Student set
stock taking equip should e Ledger
report ment demonstrat book
count e how to| Telephon
Hands-on ed produce _ e
activities: e  Recor stock taking e Printer
. d report .
Guide e  Stationer
students in dama Principles: y
manageable ged The student | ¢  Calculato
groups to tools should r
produce stock and identify the | e  Stock
taking report equip principles taking
ment involved in sheet
* Recor producing
d cost stock taking
of report
tools
and Theories:
equip The student
ment should
e Seek explain the
author importance
izatio of
n to producing
discar stock taking
d report
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Module

Assessment Criteria

Title L Training
_ Unit Title Elements | Sudgested _ Knowledge | Requirements Igleurn:)f
(Main (Specific | (Learning Teach_lng and B Services Assessment |/ Suggested | parig
g:e(;mpeten gezr;qpeten Activities) k/f;rf:ggg Assessme P — Resources ds Per
nt t Unit
dama Circumsta
ged ntial
tools knowledge
and :
o Detailed
e  Produ knowledge
ce of:  Tools
stock and'
taking equipment
repot report
formats
33 @) Brainstorm: | The Room Detailed The following | 136
. . student occupancy | knowledge | tools,
Computin _ Guide the | should be | calculated | of: equipment
g Calculating | student t0 | aple to- as per and  safety
occupancy | room define  room established | Method gears are to be
statistics occupancy | occupancy e Colle | standards used: The | yailable:
and explain ct student
the neces should e Computer
importance of sary show how set
calculating data room e  Printer
room on occupancy | e  Stationer
occupancy numb is y
er of calculated e Calculato
o ;g?(;ns Principles: '
Individual on a The student
assignment: partic should use
. the
Carh | o
_ involved in
oncaleulating | | ~gjje calculating
room ct room
occupancy in data occupancy
the on ;
class/worksho room Theories:
0. rates The student
; should
specia .
| rates Qescrlbe the
and npportance
0
L);pes calculating
disco room
unts occupancy
e Colle Ci_rcumsta
ots ntial
knowledge
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Module

Assessment Criteria

i S Trainin
TI'[|e- Unit Title Eloments Suggested ST Requiregments E:rrgf
g\gz”lngeten (Specific (Learning I::f:i':g and | process Services Assessment {Q . jjur%gss'wd Perio
ce) gezf)npemn Activities) Methods Assessme | Acsassmen ds per

nt t Unit
data
on
actual Detailed
room knowledge
sales of:
e Comp e Room
ute tariffs
potent e Arithm
ial etic
room comput
Sa'es ation
e Numeri
e Comp cal
ute skills
daily
room
occup
ancy
e Comp
ute
avera
ge
room
rate
(b) Brainstorm: | The Bed Detailed
. student occupancy | knowledge .
. Guide  the | shoyld be | calculated | of: The following
Calculating | student 0 | aple to- as per tools,
bed define bed established | Method equipment
occupancy | occupancy standards used: The | and safety
and  explain student gears are to be
the o Colle should available:
importance of ct demonstrat
calculating data e how to|® Computer
bed on calculate set
occupancy room bed e  Printer
o rates, occupancy | e  Stationer
Individual specia y
assignment: | rates Principles: | ¢  Calculato
and The student r
Assign  tasks types should use
to the student of the
on calculating disco principles
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Module

Assessment Criteria

i S Trainin
TI'[|e- Unit Title S Suggested Knowledge Requiregments Elelﬂf
Competen | Specte | (Laaming | [Z50000 | procss | Sevios | Asssmen || sagestd | e
ce) Competen | Activities) Methods Assessme | Acsassmen ds per

ces) nt i Unit
bed unts involved in
occupancy calculating
e Colle bed
to each cts occupancy
student in the data
class/worksho on Theories:
p. actual The student
bed should
sales explain the
importance
e Comp of
ute calculating
potent bed
ial occupancy
bed
sales Circumsta
ntial
e Comp knowledge
ute :
daily
bed Detailed
occup knowledge
ancy about
e Room
tariffs
e Arithm
etic
comput
ation
e Numeri
cal
skills
(©) Brainstorm: | The Average Detailed The following
. student room rate | knowledge | tools,

. Guide  the | shoyld be | calculated | of: equipment
Calculating | student 10 | gpe to: as per and  safety
average define established | Method gears are to be
room rate average room | e Colle | standards used: The | yailable:

rate and ct student

explain  the data should e Computer

importance of on show the set

calculating it room average e  Printer
L rates room rate | ¢  Stationer
Individual
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Module

Assessment Criteria

Title p— Training
. Unit Title Elements | Sudgested . Knowledge | Requirements Ik:leurn:)f
g\gqu;eten E:SpeCifiC (Learning [::f:;:g and | process Services Assessment {Q o jjﬁ%ggswd Perio
o) Ce(;r;qpe en | Activities) Methods ,:;ssessme ;’-\ssessmen (ijsnﬁer
assignment: e Comp calculation y
) ute procedures | e  Calculato
Assign tasks avera r
on calculating ge Principles:
average room room The student
rate to each rate should
student in the apply I the
class/worksho Fr:\l/r(])(i:/pegsm
p.
calculating
average
room rate
Theories:
The student
should
explain the
importance
of
calculating
average
room rate
Circumsta
ntial
knowledge
Detailed
knowledge
about:
e Room
tariffs
e Arithm
etic
comput
ation
e Numeri
cal
skills
(d) Brainstorm: | The Room Detailed The following
. student revenue knowledge | tools,
Guide  the | should be | calculated equipment
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Module

Assessment Criteria

Title T Training
: onitite Elements Sugge:sted Knowledge | Requirements Ik:leurn:)f
(D (Specific | (Learning Teaching and | p 0 coc Services Assessment |/ Suggested | perio
g:e(;mpeten gezf)npemn Activities) k/f;m;gg Assessme | accassmen Resources ds per
nt t Unit
Calculating | student to | able to: ads per | of: and safety
room define  room established gears are to be
revenue revenue and | Collect procedures | Method available:
explain  the | data  on used: The
importance of | foom rates SLUdth e Computer
ing i shou set
calculating it Compute Semonstrat | o paior
Hands  on | 00T e how to|e Stationer
activities: revenue calculate y
. room N
Guide the revene f:alculato
students in
manageable Principles: | ® Photocop
groups to The student 1er
calculate should
room revenue apply the
principles
involved in
calculating
room
revenue
Theories:
The student
should
explain the
importance
of
calculating
room
revenue
Circumsta
ntial
knowledge
Detailed
knowledge
about
e Room
tariffs
e Arithm
etic
comput
ation
e Numeri
cal
skills
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Module

Assessment Criteria

i S Trainin
Tlﬂﬁt Unit Title Elements Sugge:sted Knowledge Requiregments Ik:leurn:)f
g\gmgeten (Specific | (Learning I::rc:;:g and B Services Assessment {Q esjﬂgggsted Perio
@ cC::e(;r)npeten Activities) Methods Assessme Assessmen ds _per

nt t Unit
(e) Brainstorm: | The Yield Detailed The following
. student calculated | knowledge | tools,
| Guide the | shoyid pe | as per | of: equipment
Calculating | student 10 | gpje to: established and  safety
yield define  vyield standards Method gears are to be
and explain | ¢ Colle used: The | yailable:
the ct student
importance of data should e  Computer
calculating on show how set
yield room yield is | e Printer
rates calculated e Stationer
Hands-on y
activities: e Com Principles:

_ ute P The student | ®  Calculato
Guide the avera should r .
students  in ge apply the | ¢ Rooming
manageable room principles list
groups 1o rate involved in | ® In house
calculate yield calculating list

e Calcu yield e Room
late sales
yield Theories: daily
The student report
should
describe the
importance
of
calculating
yield
Circumsta
ntial
knowledge
Detailed
knowledge
of:
e Room
tariffs
e  Arithm
etic
comput
ation
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Module

Assessment Criteria

Title S Training
- Unit Title Elements Sugge:sted _ Knowledge | Requirements Ik:leurn:)f
g\gqu;eten E:Specific (Learning I::rcrf:il:g and | pococs Services Assessment {Q esjﬂgggsted Perio
o) Ce(;r;wpeten Activities) Methods AssessmeN Ty oo rmen ds per
nt t Unit
e Numeri
cal
skills
34 €)) Brainstorm: | The Training Detailed The following | 136
Conductin . . student needs knowledge | tools,
g on-job | Assessing | Guide  the | snoyld pe | assessed as | of: equipment
training training student 10 | gpje to: per and  safety
needs define established | Method gears are to be
training needs | e  Asses | standards | Used: The | available:
assessment S student
and  explain traini should e  Computer
the ng show step- set
importance of needs by-step e  Printer
assessing e Prepa how 0 | ¢ Stationer
them re assess y
traini training .
Hap qs_'Of? g noeds f:alculato
activities: progr
. Principles:
Guide  the amme The student
students  in | ® Cond should  use
manageable uct on the
groups to job principles
demonstrate traini involved in
how to assess ng
training needs | ®  ASSes assessing
s staff training
perfor needs
manc
e Theories:
The student
should
explain
importance
of assessing
training
needs
Circumsta
ntial
knowledge
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Module

Assessment Criteria

i S Trainin
Tltlet Unit Title Elements Sugge:sted Knowledge Requiregments Ik:leurn:)f
O e | et | Ceaming | [0 10| proces | Serviss | Asessment |/ Suggsed | pa
@ cC::e(;r)npeten Activities) Methods Assessme Assessmen ds _per

nt t Unit
Detailed
knowledge
of:
Needs
assessment
(b) Brainstorm: | The Training Detailed The following
. . student programme | knowledge | tools,
Preparing | Guide  the | ghoy1d be | prepared as | of: equipment
training student 0 | aple to- per and safety
programme | define established | Method gears are to be
training e Asses | standards used: The | qvailable:
programme s staff student
and explain its perfor should e Computer
importance manc explain set
e how to | ¢ Printer
OGI_rOUp_ _ o Asses prepare e  Stationer
iscussion: S training y
Guide the traini programme | o  Calculato
students  in ng inciples: r
menageable | needs The stdent
groups  to | ® Prepa should
discuss  the e apply  the
importance of traini principles
assessing ng involved in
training needs progr
amme preparing
Hands-on e Cond training
activities: uct on programme
. job
Stltj:jdefr!]ts ﬂ;ﬁ traini Theories:
ng The student
manageable should
groups to explain the
prepare
training Importance
programme of
preparing
training
programme
Circumsta
ntial
knowledge
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Module

Assessment Criteria

Title — Training
) Unit e Elements | Su9gested : Knowledge | Requirements It:Ieurn:)f
(e |Gt | Ly | T 0| poess | Seviss | Asasent |1 Sugesd |
ce) Competen | Activities) Methods Assessme | Acsassmen ds per
ces) nt t Unit
Detailed
knowledge
of:
Contents of
training
programme
1.1. (c) Brainstorm: | The On-job Detailed The following
. student training knowledge | tools,
. Guide the | should be | conducted | of: equipment
Conducting | student 10 | gpje to: as per and  safety
on-job define on —job established | Method gears are to be
training training and | e Asses | standards | USed:  The | ayailable:
explain its S student
importance traini should e Computer
ng illustrate set
Group needs how to | e Printer
discussion: o Prepa conduct on- | «  Stationer
Guide  the re job training y
students in traini Principles: | * White
manageable ng The student board
groups to progr should e  Marker
discuss  the amme apply pen
importance of |  Cond principles | *  Pointer
assessing uct on involved in | ® Photocop
training needs job conducting y
end conduct traini on  —job machine
on-job ng training *  Projector
training
Theories:
Hands-on The student
activities: should
Guide the 9xp|ain the
students in importance
manageable of ducti
groups to conducting
conduct  on- on  —job
job training training
Circumsta
ntial
knowledge
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Module Assessment Criteria T
Title T L Num
_ Unit Title Elements | Suggested Knowledge | Requirements | o ¢
E:Maln (Specific | (Learning 'Il_'each_mg and | process Services Assessment |/ Suggested | pgrig
ompeten L earnin
. P Competen | Activities) | o dg Assessme | assessmen Resources ds per
ces) nt t Unit
Detailed
knowledge
about:
Principles
of
conducting
training
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