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  FOREWORD


  The Pandit Sunderlal Sharma Central Institute of Vocational Education (PSSCIVE) a constituent of the National Council of Educational Research and Training (NCERT) is spearheading the efforts of developing learning outcome based vocational curriculum and courseware aimed at integrating both vocational and general qualifications to open pathways of career progression for students. It is a part of Centrally Sponsored Scheme of Vocationalisation of Secondary and Higher Secondary Education (CSSVSHSE) launched by the Ministry of Human Resource Development, Government of India in 2012. The PSS Central Institute of Vocational Education (PSSCIVE) is developing curricula under the project approved by the Project Approval Board (PAB) of Rashtriya Madhyamik Shiksha Abhiyan (RMSA). The main purpose of the learning outcome based vocational curriculum is to bring about the improvement in teaching-learning process and working competencies through learning outcomes embedded in the vocational subject.


  It is a matter of great pleasure to introduce this learning outcome based vocational curriculum as part of the vocational training packages for the job role of Meet and Greet Officer. The curriculum has been developed for the higher secondary students of vocational education and is aligned to the National Occupation Standards (NOSs) of a job role identified and approved under the National Skil Qualification Framework (NSQF).


  The curriculum aims to provide children with employability and vocational skil s to support occupational mobility and lifelong learning. It wil help them to acquire specific occupational skil s that meet employers’ immediate needs. The teaching process is to be performed through the interactive sessions in classrooms, practical activities in laboratories and workshops, projects, field visits, and professional experiences.


  The curriculum has been developed and reviewed by a group of experts and their contributions are greatly acknowledged. The utility of the curriculum wil be adjudged by the qualitative improvement that it brings about in teaching-learning. The feedback and suggestions on the content by the teachers and other stakeholders wil be of immense value to us in bringing about further improvement in this document.


  HRUSHIKESH SENAPATY


  Director


  National Council of Educational Research and Training
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  PREFACE


  India today stands poised at a very exciting juncture in its saga. The potential for achieving inclusive growth are immense and the possibilities are equally exciting. The world is looking at us to deliver sustainable growth and progress. To meet the growing expectations, India wil largely depend upon its young workforce. The much-discussed demographic dividend wil bring sustaining benefits only if this young workforce is skilled and its potential is channelized in the right direction.


  In order to fulfil the growing aspirations of our youth and the demand of skil ed human resource, the Ministry of Human Resource Development (MHRD), Government of India introduced the revised Central y Sponsored Scheme of Vocationalisation of Secondary and Higher Secondary Education that aims to provide for the diversification of educational opportunities so as to enhance individual employability, reduce the mismatch between demand and supply of skil ed manpower and provide an alternative for those pursuing higher education. For spearheading the scheme, the PSS Central Institute of Vocational Education (PSSCIVE) was entrusted the responsibility to develop learning outcome based vocational curriculum, student workbooks, teacher handbooks and e-learning materials for the job roles in various sectors, with growth potential for employment.


  The PSSCIVE firmly believes that the vocationalisation of education in the nation needs to be established on a strong footing of philosophical, cultural and sociological traditions and it should aptly address the needs and aspirations of the students besides meeting the skil demands of the industry. The curriculum, therefore, aims at developing the desired professional, managerial and communication skil s to fulfil the needs of the society and the world of work. In order to honour its commitment to the nation, the PSSSCIVE has initiated the work on developing learning outcome based vocational curriculum with the involvement of faculty members and leading experts in respective fields. It is being done through the concerted efforts of leading academicians, professionals, policy makers, partner institutions, Vocational Education and Training experts, industry representatives, and teachers. The expert group through a series of consultations, working group meetings and use of reference materials develops a National Curriculum. Currently, the Institute is working on developing curricula and courseware for over 100 job roles in various sectors.


  We extend our gratitude to al the contributors for selflessly sharing their precious knowledge, acclaimed expertise, valuable time and positively responding to our request for development of curriculum. We are grateful to MHRD and NCERT for the financial support and cooperation in realising the objective of providing learning outcome based vocational curriculum and courseware to the States and other stakeholders under the PAB (Project Approval Board) approved project of Rashtriya Madhyamik Shiskha Abhiyan (RMSA) of MHRD.


  Finally, for transforming the proposed curriculum design into a vibrant reality of implementation, al the institutions involved in the delivery system shal have to come together with a firm commitment and they should secure optimal community support. The success of this curriculum depends upon its effective implementation and it is expected that the managers of vocational education and training system, including subject teachers wil make efforts to create better facilities, develop linkages with the world of work and foster a conducive environment as per the content of the curriculum document.


  The PSSCIVE, Bhopal remains committed in bringing about reforms in the vocational education and training system through the learner-centric curricula and courseware. We hope that this document wil prove useful in turning out more competent Indian workforce for the 21st Century.


  RAJESH P. KHAMBAYAT


  Joint Director


  PSS Central Institute of Vocational Education
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  1. COURSE OVERVIEW


  
    

  


  COURSE TITLE: Travel, Tourism & Hospitality- Room Attendant


  The Hospitality industry is a broad category of fields within the service industry that includes lodging, event planning, theme parks, transportation, cruise line, and additional fields within the tourism industry. The hospitality industry is a several bil ion dol ar industry that mostly depends on the availability of leisure time and disposable income. A hospitality unit such as a restaurant, hotel, or even an amusement park consists of multiple groups such as facility maintenance, direct operations (servers, housekeepers, porters, kitchen workers, bartenders, management, marketing, and human resources etc).


  Hospitality is the relationship between the guest and the host, or the act or practice of being hospitable. This includes the reception and entertainment of guests, visitors, or strangers.


  Some important Sectors of the hospitality industry are: Accommodation sector, Food and beverage sector, Meetings, incentives, conventions and events (MICE) sector, Clubs and gaming sector, Entertainment and recreation sector, Travel and tourism sector, Visitors information sector.


  A few out of the numerous job roles available in the Hospitality sector are : Hotel general manager, Hotel clerk, Bel hop, Meeting and convention planner, Concierge, Maitre d’, Executive chef, Reservation ticket agent, Maids and housekeeping cleaner, Gaming dealer.


  Besides several jobs available in the Kitchen and Front of House, the industry offers numerous jobs in sections like Accounts & Finance, Banquet Events, Engineering, Gaming, Human Resources,Management, Recreation, Sales & Marketing, Security etc. The Rooms division itself employs personnel as Concierge, Door Person, Front Office Clerk, General Cleaners, Guest Relations Officer,House Keeping Attendant, Porter and Reservation Agent.


  The room attendants are also known as Chamber maids or Room Boy. They do the actual cleaning of guest rooms and bathrooms al otted to them. They are not responsible for the cleanliness of corridors, guest elevators or floor pantries. Room Attendants perform routine duties in cleaning and servicing of guest rooms and baths under supervision of housekeeping supervisor. Room attendant promotes a positive image of the property to guests and must be pleasant, honest and friendly and should also be able to address guest requests and problems.


  COURSE OUTCOMES: On completion of the course, student should be able to:


  


  
    	Apply effective oral and written communication skll s to interact with people and customers.



    	Identify the principal components of a computer system.



    	Demonstrate the basic skil s of using computer.



    	Demonstrate self-management skil s.



    	Demonstrate the ability to provide a self-analysis in context of entrepreneurial skil s and abilities.



    	Demonstrate the knowledge of the importance of green skil s in meeting the chal enges o sustainable development and environment protection.



    	Prepare rooms for cleaning and make beds.



    	Dust the room and furniture.



    	Replenish guestroom and bath supplies.



    	Clean the bathroom, closet, guest bathroom/bed room/floor corridor.



    	Replenish amenities according to the operational standards.



    	Ensure security of guest rooms and privacy of guests.



    	Perform rotation cleaning duties (e.g. steam clean carpets, spring cleaning, super cleaning etc.) as required.



    	Attend to guest cal s, guest requests /guest complaints in the area assigned to him.



    	Follow the standard operating procedures.


  


  



  COURSE REQUIREMENTS: The student must have successful y completed Class-X.


  COURSE LEVEL: This is a senior secondary level course. On completion of this course, a student can take up higher level course for a job role in Hospitality sector.


  COURSE DURATION:


  600 hrs


  Class 11 : 300 hrs


  Class 12 : 300 hrs


  ________________________


  Total : 600 hrs


  ________________________


  



  2. SCHEME OF UNITS


  This course is a planned sequence of instructions consisting of Units meant for developing employability and vocational competencies of students of Class 11 and 12 opting for vocational subject along with general education subjects. The unit-wise distribution of hours and marks for Class 11 is as follows:
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  The unit-wise distribution of hours and marks for Class 10 is as follows:
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  3. TEACHING/TRAINING ACTIVITIES



  The teaching and training activities have to be conducted in classroom, laboratory/ workshops and field visits. Students should be taken to field visits for interaction with experts and to expose them to the various tools, equipment, materials, procedures and operations in the workplace. Special emphasis should be laid on the occupational safety, health and hygiene during the training and field visits.


  CLASSROOM ACTIVITIES


  Classroom activities are an integral part of this course and interactive lecture sessions, fol owed by discussions should be conducted by trained vocational teachers. Vocational teachers should make effective use of a variety of instructional or teaching aids, such as audio-video materials, colour slides, charts, diagrams, models, exhibits, hand-outs, online teaching materials, etc. to transmit knowledge and impart training to the students.



  PRACTICAL WORK IN LABORATORY/WORKSHOP


  Practical work may include but not be limited to hands-on-training, simulated training, role play, case based studies, exercises, etc. Equipment and supplies should be provided to enhance hands-on learning experience of students. Only trained personnel should teach specialized techniques. A training plan that reflects tools, equipment, materials, skills and activities to be performed by the students should be submitted by the vocational teacher to the Head of the Institution.


  FIELD VISITS/ EDUCATIONAL TOUR


  In field visits, children will go outside the classroom to obtain specific information from experts or to make observations of the activities. A checklist of observations to be made by the students during the field visits should be developed by the Vocational Teachers for systematic col ection of information by the students on the various aspects. Principals and Teachers should identify the different opportunities for field visits within a short distance from the school and make necessary arrangements for the visits. At least three field visits should be conducted in a year.


  



  4. ASSESSMENT AND CERTIFICATION


  Upon successful completion of the course by the candidate, the Central/ State Examination Board for Secondary Education and the respective Sector Skill Council wil certify the competencies.


  The National Skills Qualifications Framework (NSQF) is based on outcomes referenced to the National Occupation Standards (NOSs), rather than inputs. The NSQF level descriptors, which are the learning outcomes for each level, include the process, professional knowledge, professional skil s, core skil s and responsibility. The assessment is to be undertaken to verify that individuals have the knowledge and skills needed to perform a particular job and that the learning programme undertaken has delivered education at a given standard. It should be closely linked to certification so that the individual and the employer could come to know the competencies acquired through the vocational subject or course. The assessment should be reliable, valid, flexible, convenient, cost effective and above al it should be fair and transparent. Standardized assessment tools should be used for assessment of knowledge of students. Necessary arrangements should be made for using technology in assessment of students.


  KNOWLEDGE ASSESSMENT (THEORY)


  Knowledge Assessment should include two components: one comprising of internal assessment and second an external examination, including theory examination to be conducted by the Board. The assessment tools shal contain components for testing the knowledge and application of knowledge.


  The knowledge test can be objective paper based test or short structured questions based on the content of the curriculum.


  WRITTEN TEST


  It al ows candidates to demonstrate that they have the knowledge and understanding of a given topic.


  Theory question paper for the vocational subject should be prepared by the subject experts comprising group of experts of academicians, experts from existing vocational subject experts/teachers, subject experts from university/col eges or industry. The respective Sector Skil Council should be consulted by the Central/State Board for preparing the panel of experts for question paper setting and conducting the examinations.


  



  The blue print for the question paper may be as follows:
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  SKILL ASSESSMENT (PRACTICAL)


  Assessment of skil s by the students should be done by the assessors/examiners on the basis of practical demonstration of skil s by the candidate, using a competency checklist. The competency checklist should be developed as per the National Occupation Standards (NOSs) given in the Qualification Pack for the Job Role to bring about necessary consistency in the quality of assessment across different sectors and Institutions. The student has to demonstrate competency against the performance criteria defined in the National Occupation Standards and the assessment wil indicate that they are 'competent', or are 'not yet competent'. The assessors assessing the skil s of the students should possess a current experience in the industry and should have undergone an effective training in assessment principles and practices. The Sector Skil Councils should ensure that the assessors are provided with the training on the assessment of competencies.


  Practical examination al ows candidates to demonstrate that they have the knowledge and understanding of performing a task. This will include hands-on practical exam and viva voce. For practical, there should be a team of two evaluators – the subject teacher and the expert from the relevant industry certified by the Board or concerned Sector Skil Council. The same team of examiners wil conduct the viva voce.


  Project Work (individual or group project) is a great way to assess the practical skil s on a certain time period or timeline. Project work should be given on the basis of the capability of the individual to perform the tasks or activities involved in the project. Projects should be discussed in the class and the teacher should periodical y monitor the progress of the project and provide feedback for improvement and innovation. Field visits should be organised as part of the project work. Field visits can be fol owed by a smal -group work/project work. When the class returns from the field visit, each group might be asked to use the information that they have gathered to prepare presentations or reports of their observations. Project work should be assessed on the basis of practical file or student portfolio.



  Student Portfolio is a compilation of documents that supports the candidate’s claim of competence. Documents may include reports, articles, photos of products prepared by students in relation to the unit of competency.


  Viva voce al ows candidates to demonstrate communication skil s and content knowledge. Audio or video recording can be done at the time of viva voce. The number of external examiners would be decided as per the existing norms of the Board and these norms should be suitably adopted/adapted as per the specific requirements of the vocational subject. Viva voce should also be conducted to obtain feedback on the student’s experiences and learning during the project work/field visits.


  



  5. UNIT CONTENTS


  CLASS 11


  
    

  


  Part A: Employability Skills
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  Unit 1:Communication Skills-III
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  Unit 2: Self-management Skills - III
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  Unit 3: Information & Communication Technology Skills - III
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  Unit 4: Entrepreneurship Development Skills - III
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  Unit 5: Green Skills - III
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  Part B: Vocational Skills
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  Unit 1: Introduction to Tourism and Hospitality Industry
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  Unit 2: Classification of Various Areas in Hospitality Industry
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  Unit 3: Housekeeping Operations
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  Unit 4 : Janitorial Services
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  Unit 5: Manual Cleaning of Furniture and Surfaces
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  Unit 6: Replace Linen and Make Beds
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  Unit 7: Regular, Periodic and Deep Cleaning of Guest Room
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  Unit 8 : Maintain Area Neat and Tidy
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  CLASS 12



  Part A - Employability Skills
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  Unit 1: Communication Skills - IV
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  Unit 2: Self-management Skills - IV
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  Unit 3: Information & Communication Technology Skills - IV
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  Unit 4: Entrepreneurship Development Skills - IV
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  Unit 5: Green Skills - IV
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  Part B–Vocational Skills
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  Unit 1: Collection and Disposal of Waste
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  Unit 2: Report, Record and Prepare Documents



  [image: t31]



  



  Unit 3 : Communication with Customers and Colleagues
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  Unit 4: Hospitable Conduct and Standard Etiquettes
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  Unit 5: Gender and Age Sensitive Service Practices
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  Unit 6: IPR of Organization and Customer
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  Unit 7 : Maintain Health and Hygiene
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  Unit 8 : Maintain Safety at Workplace
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  6. ORGANISATION OF FIELD VISITS



  In a year, at least 3 field visits/educational tours should be organised for the students to expose them to the activities in the workplace. Visit a hotel or a lodge and observe the fol owing: Location, Site, size, star rating, departments, staff structure, work distribution, clientale, layout, furnishing, ambience, etc. During the visit, students should obtain the above information from the owner or the supervisor of the hotel.


  



  7. LIST OF EQUIPMENT AND MATERIALS


  The list given below is suggestive and an exhaustive list should be prepared by the vocational teacher. Only basic tools, equipment and accessories should be procured by the Institution so that the routine tasks can be performed by the batch of maximum 30 students regularly for practice and acquiring adequate practical experience.


  Guest room set up accessories:-


  1. Double Bed -1Unit


  2. Single Sofa Chair-1Unit


  3. Coffee Table -1Unit


  4. Study Chairs -1Unit


  5. Dressing Table -1Unit


  6. Luggage Rack -1Unit


  7. Wardrobe -1Unit


  8. Shelf -1Unit


  9. Table Lamp -1Unit


  10. Pedestal Lamp-1Unit


  11. Television -1Unit


  12. Mini Fridge -1Unit


  13. Painting -2Units


  14. Thermos Flask-1Unit


  15. Sheer Curtain -1Unit


  16. Heavy Curtain -1Unit


  17. Cushions For Sofa -4Units


  18. Pil ows -4Units


  19. Double Bed Sheet-6Units


  20. Pil ow Covers -6Units


  21. Bed Cover -2Units


  22. Bath Towel -6Units


  23. Hand Towel -6Units


  24. Bath Mat -3Units



  25. Shower Curtain -1Unit


  26. Towel Rack-1Unit


  27. Telephone -2Units


  28. Door Bel -1Unit


  29. W/c In Toilet -1Unit


  30. Wash Basin In The Toilet-1Unit


  31. Bathtub -1Unit


  32. Tea Cups Or Coffee Mugs -6Units


  33. Hi Bal Glass -6Units


  34. Rock Glass -6Units


  35. Different Cleaning Brushes -6Units


  36. Chamber Maids Box -1Unit


  37. Chamber Maid Trol ey -1Unit


  



  Manual Cleaning Equipments:


  1. Dry mop--6Units


  2. Wet mop--6Units


  3. Soft broom-6Units


  4. Squeegee-6Units


  5. Carpet brush-6Units


  6. Floor cloth-6Units


  7. Bucket-6Units


  8. Spray bottle-6Units


  9. Dust pan-6Units


  10. House mode box / caddy-6Units


  11. Hard broom-6Units


  12. Scrubbing/T. brush-6Units


  13. Toilet brush-6Units


  14. Feather brush-6Units


  15. Wiper-6Units


  16. Sponge-6Units


  17. Trash can-6Units


  18. Duster-6Units


  19. Hand gloves-6Units


  20. Nylons scrubber-6Units


  21. Old tooth brush-6Units


  22. Color code duster-6Units


  23. WC brush-6Units


  24. Sponge-6Units


  25. Mop Wringer Trol ey -1Unit


  



  Mechanical Cleaning Equipments:


  1. Vacuum/ Suction Cleaners-1Unit


  2. Wet Vacuum Cleaners-1Unit


  3. Scrubbing & Polishing Machine1Unit


  



  Cleaning Chemicals required:



  1. Bathroom Cleaner concentrate- 5Litre


  2. Al purpose cleaner concentrate - 5Litre


  3. Glass cleaner concentrate - 5Litre


  4. Furniture Polish cum Maintainer- 5Litre


  5. Air Freshener concentrate- 5Litre


  6. Toilet Bowl cleaner- 5Litre


  7. Bathroom and Fittings Cleaner- 5Litre


  8. Floor Cleaner (For removal of oil and grease).- 5Litre


  9. Carpet Shampoo- 5Litre


  10. Carpet cleaner for spray extraction-5Litre


  



  8. VOCATIONAL TEACHER’S/TRAINER’SQUALIFICATION AND GUIDELINES


  Qualification and other requirements for appointment of vocational teachers/trainers on contractual basis should be decided by the State/UT. The suggestive qualifications and minimum competencies for the vocational teacher should be as follows:
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  Vocational Teachers/Trainers form the backbone of Vocational Education being imparted as an integral part of Rashtriya Madhyamik Shiksha Abhiyan (RMSA). They are directly involved in teaching of vocational subjects and also serve as a link between the industry and the schools for arranging industry visits, On-the-Job Training (OJT) and placement.



  These guidelines have been prepared with an aim to help and guide the States in engaging quality Vocational Teachers/Trainers in the schools. Various parameters that need to be looked into while engaging the Vocational Teachers/Trainers are mode and procedure of selection of Vocational Teachers/Trainers, Educational Qualifications, Industry Experience, and Certification/Accreditation.


  The State may engage Vocational Teachers/Trainers in schools approved under the component of Vocationalisation of Secondary and Higher Secondary Education under RMSA in the fol owing ways:


  (i)directly as per the prescribed qualifications and industry experience suggested by the PSS Central Institute of Vocational Education(PSSCIVE), NCERT or the respective Sector Skil Council(SSC) OR


  (ii) through accredited Vocational Training Providers accredited under the National Quality Assurance Framework (NQAF*) approved by the National Skil Qualification Committee on 21.07.2016. If the State is engaging Vocational Teachers/Trainers through the Vocational Training Provider (VTP), it should ensure that VTP should have been accredited at NQAF Level 2 or higher.


  * The National Quality Assurance Framework (NQAF) provides the benchmarks or qualitycriteria which the different organisations involved in education and training must meet in order to be accredited by competent bodies to provide government-funded education andtraining/skil s activities. This is applicable to al organizations offering NSQF-compliant qualifications.


  The educational qualifications required for being a Vocational Teacher/Trainer for a particular job role are clearly mentioned in the curriculum for the particular NSQF compliant job role. The State should ensure that teachers / trainers deployed in the schools have relevant technical competencies for the NSQF qualification being delivered. The Vocational Teachers/Trainers preferably should be certified by the concerned Sector Skil Council for the particular Qualification Pack/Job role which he wil be teaching. Copies of relevant certificates and/or record of experience of the teacher/trainer in the industry should be kept as record.


  To ensure the quality of the Vocational Teachers/Trainers, the State should ensure that a standardized procedure for selection of Vocational Teachers/Trainers is fol owed. The selection procedure should consist of the following:


  (i) Written test for the technical/domain specific knowledge related to the sector;


  (ii) Interview for assessing the knowledge, interests and aptitude of trainer through a panel of experts from the field and state representatives; and


  (iii) Practical test/mock test in classroom/workshop/laboratory.


  In case of appointment through VTPs, the selection may be done based on the above procedure by a committee having representatives of both the State Government and the VTP.


  The State should ensure that the Vocational Teachers/ Trainers who are recruited should undergo induction training of 20 days for understanding the scheme, NSQF framework and Vocational Pedagogy before being deployed in the schools.


  The State should ensure that the existing trainers undergo in-service training of 5 days every year to make them aware of the relevant and new techniques/approaches in their sector and understand the latest trends and policy reforms in vocational education.


  The Head Master/Principal of the school where the scheme is being implemented should facilitate and ensure that the Vocational Teachers/Trainers:


  (i) Prepare session plans and deliver sessions which have a clear and relevant purpose and which engage the students;


  (ii) Deliver education and training activities to students, based on the curriculum to achieve the learning outcomes;


  (iii) Make effective use of learning aids and ICT tools during the classroom sessions;


  (iv) Engage students in learning activities, which include a mix of different methodologies, such as project based work, team work, practical and simulation based learning experiences;


  (v) Work with the institution’s management to organise skil demonstrations, site visits, on-job trainings, and presentations for students in cooperation with industry, enterprises and other workplaces;



  (vi) Identify the weaknesses of students and assist them in upgradation of competency;


  (vii) Cater to different learning styles and level of ability of students;


  (viii) Assess the learning needs and abilities, when working with students with different abilities


  (ix) Identify any additional support the student may need and help to make special arrangements for that support;


  (x) Provide placement assistance


  Assessment and evaluation of Vocational Teachers/Trainers is very critical for making them aware of their performance and for suggesting corrective actions. The States/UTs should ensure that the performance of the Vocational Teachers/Trainers is appraised annually. Performance based appraisal in relation to certain pre-established criteria and objectives should be done periodical y to ensure the quality of the Vocational Teachers/Trainers. Fol owing parameters may be considered during the appraisal process:


  1. Participation in guidance and counsel ing activities conducted at Institutional, District and State level;


  2. Adoption of innovative teaching and training methods;


  3. Improvement in result of vocational students of Class X or Class XII;


  4. Continuous upgradation of knowledge and skil s related to the vocational pedagogy, communication skil s and vocational subject;


  5. Membership of professional society at District, State, Regional, National and International level; 6. Development of teaching-learning materials in the subject area;


  7. Efforts made in developing linkages with the Industry/Establishments;


  8. Efforts made towards involving the local community in Vocational Education


  9. Publication of papers in National and International Journals;


  10. Organisation of activities for promotion of vocational subjects;


  11. Involvement in placement of students/student support services.
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  Document Outline


  
    	
      COURSE OUTCOMES: On completion of the course, student should be able to:

      
        	1. Why Registration of Intellectual Property is important?

      

    


    	2. International protection for trademarks


    	
      3. International protection for patents

      
        	4. International protection under the Berne convention- for copy right


        	5. International filing through Hague agreement-Industrial Designs


        	6. International protection through “Lisbon agreement for the protection of appellations of origin”- Geographical Indication
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Learning Outcome Theory Practical Duration
(12 Hrs) (18 Hrs) (30 Hrs)
T Descibe the Preparation actviies Demonstate preparation
importance of regular performed before guest  actiities performed
cleaning of guestroom _ room cleaning before regular cleaning of
SOP for regularcleaning _ the guest room
of guest room Demonstrate regular
Correct placement of dleaning of the guestroom
questroom supplies after 3. Demonstrate guestroom
regular guest room dleaning inspection
cleaning
Guest room inspection
Importance of
maintenance work
performed n the
guestroom
2Understand the Preparation activities for 1. Demonstrate preparation
importance of Periodic periodic guest room activites for periodic
cleaning of guestroom _ cleaning quest room cleaning
SOP for periodic cleaning 2. Demonstrate SOP to be
of the guest room followed for periodic
Correct placement of dleaning the guest room
questroom supples Demonstrate placement
Periodic guest room of guestroom supplies
cleaning inspection after periodic cleaning
Importance of Demonstrate final
maintenance work inspection 1o be done.
performed n the after periodic room
guestroom dleaning
3.Learn about deep Preparation activiies Demonstrate preparation
cleaning of guestroom  preparafion activities for  activiies for deep guest
deep guest room room cleaning
cleaning Demonstrate SOPtobe 12 Hrs.
SOP for deep dleaningof  followed for deep Theory
the guest room dleaning the guest room +
Correct placement of Demonstrate placement 18 Hrs.
questroom supplies ater  of guestroom supplies  Practical

4. Erumerate the
importance of
completion of assigned
hausekeeping duties
and reporting.

deep dleaning of the
quest room

Deep guest room
cleaning inspection
Importance of
maintenance work
performed n the
gquestroom during deep
cleaning

. Importance of closing the

shift

. Importance of reporting

of completion o task and
damaged items 1o floor
supervisor

. Make and folow a

regular, periodic and
guest room deep.
cleaning checklist

. Proper handing of ost

and found items

after deep cleaning
Demonstrate Guest room
dleaning inspection after
deep room cleaning

Demonstrate various
actiities performed
during closing the shift
Demonstrate using of
regular, periodic and
deep guest room deaning
checklist

Demonstrate handiing of
lost and found tems.
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SNo. | Units Duration

(Hrs)

T [ URL T Tntroduction to Tourism and Hospitaity Industry 10
2. [Uni 2. Classiication of Various Areas n Hospitalty Industry 0
3| Unit3: Housekeeping Operalions B
7 [Unil & Janioral Sevices 5
5. | Unit 5. Wanual Cleaning of Furmiture and Surfaces o
6. [Uni6: Replace Linen and Make Beds 21
7. [ Uni 7. Regular Periodic and Deep Cleaning of Guest Room 0
8. | Unit8 : Maintain Area Neat and Tidy 30
Total 65
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6. Secure company's IPR

7. Working with IPR
Reguiations

5. Respect customer
copyrights.

Why Registration of
Intellectual Property is
important?

International protection
for trademarks
International protection
for patents

International protection
under the Berne
conventon- for copy right
International filng
through Hague
agreement Industrial
Designs

International protection
through “Lisbon
agreement for the
protection of appellations
of origin™- Geographical

Indication
Preventing the Leak of 1. Collect and Studythe.
new plans cases of IPR Violations
Knowledge about by visting IPR office

‘companies Products
Reporting IPR Violations
Reporting Structure for
IPR Violation Reporting
Why copy rights to be
respected?

Indian scenario

1. Read out the Indian copy
fight act provisions loud
in a class room

Total

18 Hrs I 12Hrs

30 Hrs
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SNo Qualification Winimum Age Limit
Competencies
Any one of the following: « Effective 837 _years (a5 on
communication Jan. 01 (year))
1. M.Sc.in Hotel Management from a Skils (oral and
recognized insitute of Hotel Management | \rien) ‘Age relaxation to be

l2. B.Sc. in Hotel Management HSc from
any recognized institute of Hotel
Managementor University + at east two,
years professional experience in
housekeeping department in Hotel
industry

3. Three years degree /diploma after class
Xil from any recognized institute of Hotel
Management + at least two years
professional experience in housekeeping
department in Hotel industry

J4. B.Sc. in any discipline + P.G. Diploma in
housekeeping from a recognized institute
of Hotel Management+ at least two years
professional experience in housekeeping

depariment in Hotel industry

« Basic computing
skils

provided as per Govt.
Rules
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Total 1 12 Hrs 1 06 Hrs 1 18 Hrs
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Learning Outcome

1. Whatis Linen?

fo. Discuss abut Linen
Room

3. Explain the utiity of
Laundry to Hotels

f4. Demonstrate the use of
Linen in a Guest Room

/5. Make and Check Beds

l6. Change Bathroom linen

[7. Tackle the complaints
related to the linen

Theory
(09 Hrs)
Defintion of inen
Types of linen sed in
hotels and their
dlassification

Lay out and description

. Work Procedure in linen

room that Room attendant
must know

Sewing Room
~Monogramming and
repair of linen

Uniform Room
Equipments used n Linen
Room

Layout and work
procedure followed in
Laundry

The Laundry Cyde
Equipments used in Hotel
Laundry

Cleaning agents used in
Laundry

Linen used in the guest
room

Various types o inen
used in the guest room
and Food and Beverage
area along with is Uity
The Linen changing
procedure for a Room
Attendant

Objectives of bed making
(type of customer and his
stay)

Components ofa Bed
Standard Bed and bed
finen sizes

The Bed making
procedure

Whatis Bathroom linen?
What are types of various
bathroom linen and their
uily?

Procedure for changing
Bathroom lnen

Tackling complints
regarding

Practical
(12 Hrs)
Collect samples of various
finen used i hotels
Prepare a table displaying
the types of linen, their
utty and their samples
Visit a hotel Linen Room,
note and draw the layout
of the finen Room
Observe the work
procedure in the finen
room and make notes.
List the equipments used
in the linen room
Demonstrate the various
stitches that can be used
ina sewing room
Visita nearby hotel in-
house laundry and record
the work procedure.
followed

Visita hotel and attend
the linen changing
procedure in the guest
room with the room
atiendant

Prepare a double bed and
aSingle bed according to
the standard procedure

Demonstrate the
preparation of a
bathroom making it ready
for use by the customer

Visita hotel and attend
the guest room attendant

Duration
(21 Hrs)

09 Hrs
Theory
+
12Hrs
Practical
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Total
Grand Total

12 Hrs.
81

18 Hrs.

30 Hrs.
165
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No. of Hours for | Max. Marks for
Theory and Theory and
Units Practical Practical
200 100
Part A_| Employabiiity SKills
Unit 1:_Communication SKITs-V %
Unit2:_Selfmanagement Skils-IV 25
Unit 3 Information and Communication 20
Technology Skils-V
Unit 4_Entrepreneurial SKISTV % 10
Unit 5:_Green SKIs-V. 15
Total 110 0
Pan B | Vocational Skills
Unit 1 - Colection and Disposal of Waste 5
Unit 2 : Report, Record and Prepare 5
Docurents
Unit 3 : Communicalion with Customers and B
Coleagues
Unit 4 Hospiable Conduct and Standard %
Etiquettes
Unit 5. Gender and Age Sensitve Service 0 40
Practices
Unit 6 - IPR of Organisaion and Customer. 30
Unit 7 - Maintain Health and Hygiene 2
Unit 8 : Meintain Safety at Workplace 2
Total 165 a0
Par C_| Practical Work
Practical Examination [0 75
Witten Test o1 0
Viva Voce 03 0
Total 10 35
PanD_| Project WorkiField Visit
Practical File/Student Portiolio 0 0
Viva Voce 05 05
Total 15 15
Grand Total 300 700
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Learning Outcome

Theory
(12Hrs)

Practical
(18 Hrs)

Duration
(30 Hrs)

T Assignand
demonsirate the
cleaning duties

2.Undertake maintenance
‘and upkeep of Public
area

3.Descibe the
importance of Waste
Disposal of Publc Area.

4. Know about the.
Fumiture arrangement
in Public area

5. Appreciate the
Importance of
maintaining displays in
Public Area.

6. Leam the importance
of Inspecting Public:
Area and Required
maintenance work

7. Gain Knowledge of lost
Valuables and howto
find them

Importance of assigning

the cleaning Duties

. Duties & responsibifies

of Room Atiendant

. Measure to ensure that

area is kept neat and tidy
Importance pre-
preparation before.
starting maintenance and
up keeping cleaning task
of public area.
Importance of wearing
protective clothes (PPE)
and installing hazard
warning signs
Maintenance activiies of
cleaning dir, dust, debris
and removal marks from
the surface and restore.
the cleaning equipment
Reporting damaged
items

Definiion of waste and
itstypes

Procedure of waste
disposal or empying
waste containers

. Fumiture in Public Area.
. Layout of Fumiture

arrangement in Public
Area

. Do's and Don's while

arranging the fumiture
Meaning of display
Importance of display in
public area

Different types of
Displays

Care and maintenance
of Displays

. Inspection and standards

followed in keeping
freshness of Public Area.

. Inspection Check List
. Maintenance work and its

importance

. Identification of the area

requiring maintenance

. Lost and found articles
. Lost and found

procedure

. Handiing the Lost and

found enquiries

1. Draw the format of
assigning duties

1. Draw a chart of Protective
dothes

2. Draw a chart of hazard

warning sign board

1. Identify the waste items
and follow the procedure
to dispose

1. Identify the fumiture items

2. Draw a Chart of Do's and

Don's of handing
fumiture

1. Identiy the displays

2. Show through a chart the

maintenance of displays

1. Demonstrate how
inspection is to be done

1. Demonstrate the
procedure of Lost and
found

12Hrs
Theory

18Hrs
Practical
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Learning Outcome Theory Practical Duration
(07 Hrs) (08 Hrs) (15 Hrs)
Descrbeimportance 1. Mainsectors of geen 1. Preparing a poster
of main sector of economy- E-waste on any one of the
green economy management, green sectors of green
ransportation, renewal economy
energy, green 2. Writing a two-page. 08
construction, water e
management iniiatives taken in
2. Policy iniiatives for India for promoting
greening economy in green economy
india
Describethemajor 1. Stakehoklers ingreen 1. Preparing posters on
green Sectors/Areas  aconomy green Sectors/Areas:
andthe role of 2. Roto of governmentang s, buidings,
various stakeholder in tourism,industry,
green economy private agendies in transport, renewable
greening ciies, buldings,
tourism, industry, Snergy, vaste o7
management,
transport,renewable o water
energy, wasle forests and fisheries
management,
agriculure, water, foresis
and fisheries
Total T 07 Frs T 08 Hrs T 5Hrs
Grand Total a5 65 110
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cleaning bathroom
and handiing garbage

7. Understand the
importance of
replenishing
bathrooms supplies
and amenities

8. Describe the
importance of
completing assigned
fioor and washroom
cleaning duties

b. Basins and taps.

c. Bathroom appliances

d.Bathroom Surfaces

& Bath fitings and fixtures

1. Bathroom floors

9. WIC and urinals
Safety measures for
bathroom cieaning
Handling of bathroom
garbage and waste
material

SOP for replenishing,
replacing and refiling
bathroom supplies

. Procedure of storing

deaning equipments,
Personal Prolective
Equipments (PPE) and
chemicals

. Reporting of required

maintenance work

. Bathroom checklist

Make a chart on safety
points for bathroom
deaning

Demonstrate handiing of
bathroom garbage and
waste materials

Demonstrate
replenishing, replacing
and refiling of bathroom
supplies

. Demonstrate storage of

deaning equipments,
PPE equipments and
chemicals

. Demonstrate handling of

bathroom checklist and
records

. Demonstrate

maintenance work
procedure followed in
bathroom area.

Total

T5Hrs

10 Hrs 25 Hrs
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SNo. [ Units Duration

(Hrs)

7| Unit 1 Collection and Disposal of Waste 5
2. | Un 2 Report. Record and Prepare Documents. 5
3| Unit 3: Communication with Customers and Colleagues i
4| Unit4_Hospiable Conduct and Standard Etiqueties %5
5| Unit5._Gender and Age Sensiive Service Pracices i
6| U6 . Maitain IPR of organisation and Customer 30
7| Unit 7 - Mainiain Heallh and Fygiene )
| Unit8: Mainiain Safely al Workplace %6
Total 65
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types and
disorders

Describe the meaning of
personality

2.

Describe how personality
influence ofhers

3.

Describe basic
personaliy traits

4.

Describe common
personaliy disorders-
paranoid, anfisocial
schizoid, borderine,
narcissistic, avoidant,
dependent and obsessive

of different personality types

Total

10 Hrs

15 Hrs.

25 s,
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CLASS 11

No. of Hours for

Wax_ Marks for

Theory and Theory and
Units. Practical Practical
200 100
PatA | Employability Skills
Unit 1._Communicalion SRS %5
Unit 2._SelFmanagement Skills-1I 25
Unit 3:_Information and Communication 20
Technology Skils-lll 10
Unit&:_Enirepreneurial Skils-Il %5
Unit5._Green Skils-Il 5.
Total 110 10
Par B_| Vocational SKIlls
Unit 1:_Introduction 1 Tourism and 0
Hospitalty Indusir
Unit 2. Classiication of Various Areas In 0
Hospitality Indusir
Unit 3._Housekeeping Operalions i
Unil 4:_Janilorial Services 25
Unit5: Manual Cleaning of Fumiture and 21
Surfaces 40
Unit 6-_Repiace Linen and Make Beds 21
Unit 7: Regular Periodc and Desp 30
Cleaning of Guest Room
Unit 8 - Maintain Area Neat and Tid 30
Total 165 @
Par C_| Practical Work
Practical Examination [ 5
Writen Test 01 10
Viva Voce 03 10
Total 10 35
PartD | Project Work/Field Visit
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Learning Outcome

1. Define house-keeping
operations

2. Describe the.
procedures for

Theory Practical Duration
(e (o7 e (ig i)
Definition of 1. Visit a hotel and observe
houseleopng operatons s unconingof
Importance housekeeping
and need of department of the hotel
RoUSSICepng OpErlons 5 ot e o of ot
Guidelines concerning e
housckeepngoporalors  Sreenelenrepare
Need and importance of
housekecping
operaiont nhosptalty
sy’
Documents equired or 1. Preparé  fow chart

personnel management

depicting the escalaion
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‘occupancy rate hotel during that period
5. Calculation of staff
allocation as per
housekeeping operations
6. Housekeeping standards
required at workplace
6. Define work safely and 1. Importance of working n 1. Visit a hotelnear you

security clean and safe Study the usage and
envionment importance of PPE in
2. Handiing Lost and Found hotels. Also collect
ardes nhausekeepng  pobresof hePPEe
3. inpotance anausageof S
4. Noad for Safety 2. Visit any hotel near you
and observe how to
awareness andaccident  paoqo b ot ane
prevenfion found articles in the hotel
5. Importance of safety and
securiy of Storage
areas for equipment and
malerials
7. Define and wnder-stand 1. Maintenance and 1. With the help of flow-
closing of shift importance of log book chart show the step by
2. Closing procedure of a step procedure of
shit closing the shi.
3. Removal of waste from
guest rooms
4. De briefing

5. Room assignment sheet
and Inspeciion checkist

Total | 11 Hrs. | 07 Hrs 1 _18Hrs
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2. Understand the
importance of indenting
and handiing various
housekeeping areas
checkist

3. Leam about personal
hygiene practices

procedure
10. Importance of food
santation and cross
‘contamination of food
1. Importance of indenting 1
2. Preparation of Checklist
of handing Various
Housekeeping areas: -
a. Linen and Laundry
area
b. Storage area
c. Accommodation area
d_ Garbage area.
1. Regular handwashing 1
procedure
2. Maintenance of personal 2.
hygiene grooming, dental
care
3. Prevention of cross
4. Contamination at work
place
5. Physical and mental
abilies of room
atiendant

Demonstrate using
checklist of handling
various housekeeping
areas.

Demonstrate hand
‘washing Procedure
Demonstrate on
Personal and dental
hygiene

Practical

Total

14Hrs T

08 Hrs

] _22Hrs






OEBPS/Images/t28.png
Learning Outcome

1

Descibe the role
of green jobs

Theory Practical
(05 Hrs) (10 Hrs)

1. Role of greenjobs in

toxin-free homes,

2. Green organic gardening,

public ransport and energy 2. Prepare posters on

conservation, green jobs

3. Greenjobs in water

conservation

4. Greenjobs insolarand

wind power, waste reduction,

reuse and recycing of

wastes,

5. Greenjobs ingreen

tourism

6. Greenjobs in building

and construction

7. Greenjobs in appropriate

technology

8. Role of greenjobs in

Improving energy and raw

materials use

9. Role of greenjobs in

limiting greenhouse gas

emissions

10. Role of green jobs

minimizing waste and

polution

11. Role of greenjobs in

protecting and restoring

ecosystems

12. Role of green jobs in

support adaptation to the

effects of dlimate change

1. Listing of green jobs and
preparation of posters
on green job profiles

Duration
(15 Hrs)

15

Total
Grand Total

05Hirs T ToHrs
43 67

5 A
110
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Total

12 Hrs

18 Hrs

30 Hrs
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Learning Outcome Theory Practical Duration

(09 Hrs) (06 Hrs) (15 Hrs)
T Understand the T Preparation of handing 1. Demonsirate preparation
importance of removing _ waste activities of handiing
and segregatingwaste 2. Standard operating waste
procedure for removing 2. Demonsrate procedure
waste for removing of waste:
3. Standard operating 3. Demonstrate procedure.
procedure for for segregating of waste
segregating of waste 4. Demonstrate handiing of
4. Process of handiing garbage heaping area of
dustbin collected waste
5. Selectionof garbage 5. Demonstrate Stepsfor 09 Hrs.
heapingarea of collected  cleaning of garbage area  Theory.
waste +
6. Procedure for Cleaning 06 Hrs.
of garbage area Practical
2.Describe the 1. Documentation and 1. Demonstrate
importance of record keeping of waste  documentation and
documentation and disposal record keeping of waste:
record keeping of waste 2. Problems associated disposal
disposal with handiing and
storage of waste.
3.Leamaboutthelegal 1. Legal and regulatory
and regulatory authorities concemed
authorities concerned with handiing and
with handiing and storage of waste:

storage of waste

Total T 09 Hrs. 06 Hrs. ] 15Hrs
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Practical File/Student Portfolio 10 10
Viva Voce 05 05
Total 15 15
Grand Total 300 100
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Contact Details
Permanent Address. Resident Of 1032, E Block, Saraswati Vihar, Pitampura, Delhi 110034 (D.L)
Contact Number 01127013153, 9810154102

Email address satyendar jagyahoo.co.in
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Learning Outcome Theory Practical Duration
(10 Hrs) (15 Hrs) (25 Hrs)
. Demonstrate Describe the importance 1. Demonstration of
impressive of dressing appropriately, " impressive
appearance and looking decent and appearance and
grooming posive body anguage groomed personality
- Describe the term 2. Demonstration of the. o7
grooming ability to self-explore.
. Prepare a personal
grooming checkist
. Describe the techniques
of self- exploration
Demonstrate team . Describe the important 1. Group discussion on
‘work skills factors that influence in qualities of a good
team buiding team
. Describe factors 2. Group discussion on o
influencing team work strategies that are
adopted for team
building and team
work
Apply time. 1 Meaning and Game on time
management importance of time management
strategies and management —setting 2. Checkist preparation
techniques and prioritzing goals, 3. To-dodist preparation
creating a schedle,
making lsts of tasks, ®
balancing work and
leisure, using different
optimization tools to
break large tasks into
smaller tasks
Total 0 Hrs 5 hrs

25 Hrs
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managing
housekeeping
personnel

3. Enumerate the daily
routine system

4. Explain the usage of
‘equipments and
material efficienty and
safely

5. Define and follow
assessment for
housekeeping
operations

2

[Recrutmant, fraining and
Job design process in
relation to housekeeping
Definiton of staffing, Job
role and responsibiities
Reporting structure,
procedure for reporting
workand employment
related issues
Importance of dty
roaster and work
schedule spreadsheet
Importance of Personal
hygiene at workplace.
Instructions and
procedures for entering
and leaving a workplace
The workplace place
procedures and policies
in relation to
housekeeping operations

. Identification of the type

of surfaces to be dleaned

. Inspection of the work

area for cleaning

. Selection of appropriate:

equipments and
materials for cleaning.

. Factors influencing type

of cleaning method used
SOP for cleaning various
areasin Housekeeping

. Usage of different

‘equipments for different
cleaning tasks

. Storage, service and

upkeep procedures for
housekeeping
‘equipments and
consumables

. Signs of infestation
. Reasons for colour

coding

. Determining staff

strength

. Definiion of Occupancy

rate

. Occupancy rate for the

areas assigned

. Reqirement for

housekeeping
equipments and
consumables as per

‘matrix of housekeeping
department

Visit a hotel near you and
observe the workplace
procedure and policies in
relation to housekeeping
operations

On the basis of your
observation prepare a
report of the same.

Prepare a chart on SOP
for cleaning various
areas in housekeeping
Prepare a chart
depicting the different
types of surfaces to be:
dleaned

. Prepare a chart

explaining the Staff
allocation calculation as
per housekeeping
operations

. Visit a hotel and prepare

achart of requirements
for housekeeping
equipments and
consumables as per
occupancy rate of the.

MHrs
Theory
+

07 Hrs
Practical
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S.No Title Page
No.

Foreword (]

Preface (i

Acknowledgements i

T Course Overview. 1

2 Scheme of Unis 7

5[ Teaching Training AciWies I3

4 Ascessmen and Cerification 5
5. Unit Content CLASS 11

Part A | Employabillty Skills
Unit_1 Communicaion Skils I 5
Unit2:Self-management Skills — Il B
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Learning Outcome: Theory Practical Duration
(09 Hrs) (06 Hrs) (15 Hrs)
TGain knowledge about Room attendant T Filup the housekeeping
checklist registers and checklist registers and checkist registers and
store store procedure plan store procedure:
Basic maintenanceof 2. Demonstrate and
housekeeping practice maintenance of
equipments and housekeeping
machines used byroom  equipments ahd
atiendant s

2. Appreciate the
importance of logbook
and problem solving
aitudes

3. Up-grade hisher
knowledge about report
making and
documentation

Total 1

Record of attendance,
duty roaster and

productity
Incident, accident and

lost and found

Data collection and report

preparation 09 Hrs
Useoflog bookand its 1. Demonstrate theuse of  Theory
imporiance logbook +
Recording and reporting 06 Hrs
of prablems 1o superior Practical
Maintaining of reguiar 1. Demonstrate on report

reports and documents  making and

Preparing special reports  documentation

Clarity and conciseness
of reports and
documents
Preparation and report
presentation
Proper submission and
use of formats and Time
scale of reports and its
utiity
09 Hrs 1 06 Hrs.

1 15 Hrs.
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LEARNING OUTCOME
BASED
VOCATIONAL
CURRICULUM

JOB ROLE: Room Attendant
(QUALIFICATION PACK: Ref. Id. THC/Q0202)

SECTOR: Travel, Tourism and Hospitality

Classes 11 and 12

PSS CENTRAL INSTITUTE OF VOCATIONAL
EDUCATION
Shyamla Hills, Bhopal- 462 002, M.P., India
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Learning Outcome Theory Practical Duration
(A5 Hrs) (10 Hrs) (25 Hrs)
T Understand e T Weaning and importance 1. Visita Hospitallty
meaning, components of hosptality organization and
and Goal of Hospitalty 2. Need of hospitable observe the guest
conduct dealing by housekeeping
3. Meaning of hospitable: staff
conduct
4. Components of
hospitaly
5. Goal of hospitality
6. Define Customer
7. Whatis Customer
centicity?
8. Role of housekeeping in
a hospitable conduct
2. Demonstrate the 1. Definition of etiqueties 1. Role Play for etiquettes
Eliquettes and Manners  and Manners and manners
2. Need of etiquettes and
manners, necessity of
etiquettes and manners L
in a hospitalty Theory
establishment )
3. Telephone etiqueties and 10 Hrs
" “ Practical
language, positive body
Ianguage and good
hospitable dressing and
Uniform sense
3.Deal withthe guest 1. Dealing withthe Guest 1. Study complaint
‘appropriately 2. Do's and Donts whie escalation matrix by
dealing with the guest visiing a hotel
3. Customer satisfaction
and its assessments.
4. Contribution to the brand
value
4.Leam andimplement 1. Importance of - 1. Visita hotel and colect
office manners « Fomalities custormer feedback by
« Communicating with filing the feedback forms
comorkers and criically analyzing
« Inter departmental the data
Coordination
« Reading and Writing
Skils
« Customer Feedback
« LogBook
« Job Cards
5. Demonstrate smooth 1. Importance of - 1. Interview the
‘and professional « CompanyPolicy housekeeping staff of a
‘conduct with proper « HR Policy hotel and evaluate their
documentation and knowledge about the

Kknowledge about

« Reporting Structure.

documentation process
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Learning Outcome

1. Descibe the
importance of tourism
Industry

f2. Describe the History
and importance of
hospitality sector

I8, identiy the  basic
departments in
hospitaliy sector

f4. List the recent trends of
travel and tourism

Theory
(07 Hrs)

1. Definition of Tourism

Industry, Tourist, and

Tourism Destination

2. Impact of Tourism

from the point of view

Economic Development

of the country

3. Main constituents of

tourism industry

4. Primary constituents

of tourism industry

5. Secondary

consiituents of tourism

industry

6. Differenttypes and

forms of tourism

7. Importance of

Housekeeping and Room

Attendant for the Tourist

in Hotels

Defintion of Hotel and

Hospitaty

Origin of hospitality

sector

Importance of hospitality

sector

Front of the house and

backof the house

department

Importance of basic

departments of hotel

industry
1 Definiion of
outbound tourism,
inbound tourism,
Domesiic tourism,
Intemational taurism,
Visitor, traveller
atractions, SMERF's
2. Factor
responsible for
Successful ourism
Changing Status of the
tourism industry
Niche tourism activiies
which have recently
emerged
Current tourism activities
undertaken with an
instant of each, like:

«  Hertage

walks

e Gardens

Practical
(03 Hrs)

1. Name any 4 popular
tourist places in your
state.

2. Draw or Print any 2
fourist destination places
in pictoria form and wrte
it features

1. Make an Era wise chart
depicting “The History of
Hospitality”

1. Drawa Layout of Front
office Department,
Restaurant, House
Keeping department and
Kitchen of a hotel in
your city

1. Draw a chart with two
‘examples of each type of
fourism actities of your
state.

2. Prepare an abum
depicting current rends
in travel and tourism

Duration
(10 Hrs)

07 Hrs
Theory
+

03 Hrs
Practical
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Learning Outcome Theory Practical Duration
(10 Hrs) (15 Hrs) (25 Hre)
1. Describe the . Administering self- rating
general and 1. Barriers to becoming questionnaire and score.
entrepreneurial entrepreneur responses on each of the.
behavioural Gompetencies
competencies 2. Behavioural and . Collect small story/
entrepreneurial anecdote of prominent
‘competencies — ‘successful entrepreneurs.
adaptabity . ienty enrepreneural o
inifativelperseverance, e e e
interpersonal skils,
e el il the definition of behavioural
orgen compelencies
management, valuing . Preparation of
‘service and diversity ©competencies profile of
Students
2. Selfassessment 1. Entrepreneurial . Games and exercises on
of behavioura competendes in Ganging enboreneural
Competencies parclar sef ok b
“Conidence, niatie, framechic
seeing and acting on competencies for
‘opporiunities, concern enhancing self-confidence,
for quality, goal setting problem solving, goal
andrisk taing, poblem  Eesora s 15
solving and creativity, seeking, team building and
systematic planning creativity
and efficiency,
omaiion seeking,
persistence, influencing
&nd negotating,leam
biking
ol T T s
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Learning Outcome: Theory Practical Duration
(12Hrs) (06 Hrs) (18 Hrs)
T Descrbe the ~ Instruction and ob orders 1. Visita hotel near you
importance of Work target, outputand  and study how hotel staff
‘communication performance handes the guest
(Upward | s aieEn, complaints in diferent
communication) delay, complaint repair Sitaiions
and ANC schedule
. Feedback on work
standard and work
schedule
2. Describe the . Importance of work 1. Visita hotel near you
importance of behaviour in hotel and study the Etiquette
communication and organization and behaviours of hotel
horizontal . Work flow and staff
communication productity 2. Prepare the report on
. Commnicaton with how hotel saff Thaoy
colleague, sharing ‘cooperates and 5
assistance and conflict oorinzies betwaen 06 Hrs
. Etiquette and behaviours  62h ther during Practical

3. Explainthe
importance of
‘communication with
customer

4. Describe intermuption
‘and negativity in
communication

. Division of work
. Mulitasking and

individual goal setting

. Cooperation and

coordination
communication with
colleague and avoiding
error

. Product knowledge and

anticipation of customer
needs

. Eliquette and manner

while talking to the.
customer

. Two way communication,

importance of gender
and culure in
communication

. Satisfaction and

dissatisfaction of
customer

. Importance of body

language and dress code

. Importance of

maintaining positive
behaviour in
communication

. Communication

problems and complaints

. Importance of reports.

and feedback

. Points to be considered

for communication at
work

operational hours.

1. Demonstrate etiquette
and manners to be
followed while talkingto
the customer

2. Demonstrate appropriate.
body language

1. Visit a hotel near you
and prepare a report on
various problems related
to communication faced
by hotel staff
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J8. Prepare and maintain
documents and records

Enumerate the
importance of hygiene
in linen room

oo

o o0

* House linen damage.
* Bedmakingand

« Bathroomlinen

changing

* Customerlinen
* Housekeeping services
Importance and use of the:
following documents :-

« Checklists

S0P’

« Room status report

« Room allocation chart
« Floor-wise map of hotel
Whatis Hygiene?
Infections and contagious
diseases

Hygiene of Premises
Hygiene of Working
personnel

Cleaniness of equipments
Good hygiene practices

‘service for bed making
and Iinen changing
procedure

1. Visit a hotel and collect
various formats from

housekeeping department

1. Prepare a chart depicting
the health hazards that
may ocour due to undlean
finen

Total

09 Hrs.

12 Ars

21Hrs
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Learning Outcome

1. Perform tabulation
using spreadsheet
application

2. Prepare
presentation using
presentation
applcation

Theory Practical Duration
(08 Hrs) (12 Hrs) (20 Hrs)

1 Infroductionto 1 Demonstration and
spreadsheat practice on the following
applcation « Introduction to the
2. Spreadshest spreadsheet
applications application
3 Creatinga o Listing the
new worksheet spreadsheet
a4 Gy applcations
workbook and entering * Creating a new
text worksheet
5. Resizig fonts « Opening the workbook
and styles and enter text
6. Copying and * Resizing fonts and
moving styles 10
7. Fiterand * Copying and move the
sorting cell data
8 Formulasand « Sorting and Fier the.
functions data
9. Password « Applying elementary
protection formulas and functions,
0. Prninga « Protecting the
spreadshest. spreadsheet with
1. Savnga password
spreadsheet in various ® Printing a spreadsheet
formats « Saving the

spreadsheet in various.

formats.
1 Infroductionto 1. Demonstration and
presentation practice on the following: 10
2. Sofware « Listing the software
packages for packages for

presentation presentation
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Learning Outcome

1.Descibe the
importance of
handing differet
types of floors, floor
cleaning chemicals
and floor cleaning
equipments

2. Gaininsight into the
methods of cleaning
floors

3. Identiy the
procedure of handing
floor garbage and
wastage

4. Understand the
importance of
cleaning bathroom

5. Enumerate the
importance of
handiing bathroom
area, chemicals and
equipments

6. Describe the.
importance of using
correct procedure of

Theory
(15 Hrs)
Different types of floors
Various manual and
mechanical equipments
required for floor cleaning
Different chemicals
required for loor cleaning
Accurate measurement
and mixing the cleaning
Solution
Importance of handiing
chemicals

Method of removing the
dust and debris from floors
Method of cleaning loose:
large debris from the floors.
Method of removing

Ground —in- soil without
damaging the surface
Method of cleaning spillage
from the floors

Method of removing loose.
dust and debris from the
floors

Method of removing difficut
stains from the floors

. Handiing of floor garbage

and waste material

. Various safety points for

handiing garbage

Procedure of Entering the
bathroom

Importance of proper
ventikation in bathroom
Preparation acivities
performed before dleaning
bathroom

Importance of final
checking of bathroom
dleaning

Various equipments
required for cleaning
bathroom

Different chemicals
required for cleaning
bathroom

Accurate measuring and
mixing the bathroom
dleaning Solution

SOP for dleaning the
bathrooms
a. Bathtubs.

1.

2.

. Demonsirate handiing of

Practical
(10 Hrs)

Demonstrate the correct

usage of floor manual

and mechanical

equipments

Identify difterent floor

chemicals

Demonstrate the

measurement and

correct mixing of

dleaning Solution

Demonstrate the

procedure of handiing of

chemicals

Demonstrate various

methods of cleaning

a. Dust and Debris

b. Large dust and

debris

©. Ground in sol

d. Cleaning spillage

& Loose dustand

debris
. Diffcult stains

Duration
(25 Hrs)

Demonstrate handiing of
garbage and waste
materials

15Hrs

chemicals =

Demonstrate the
procedure of entering
the bathroom.
Demonstrate the final
inspection of bathroom

10 Hrs
Practical

Identify and describe the
use of bathroom
dleaning equipments.
dentify and use
bathroom cleaning
chemicals
Demonstrate
measurement and
correct mixing of
bathroom cleaning
solution
Demonstrate various
methods of cleaning
bathroom
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Learning Outcome

Theory’
(18 Hrs)

Duration
(30 Hrs)

Practical
(12 Hrs)

[T Understand the
importance of IPR
2. Explain the history of

1PR

IB. Understand and
describe the.
Cormponents of IPR

f4. Appreciate and narrate
the objectives of PR

J5. Understand the need of
IPR, define and explain
relationship of IPR and
hospitalty

.

1

1

2.

Definiion of PR

History of IPR andits
development over the
years

Componentsof
Intellectual property.

rights:
. Patents

. Industrial

. Plant

. Trademarks
. Trade dress.

. Trade
secrefs.

Objectives of intellectual

‘property law

. Einancial

incentive

. Economic

grouth
. Moraiity
Definiion of

infringement

enforcement

+ Batent infingement

* Copyight.
infringement

« Trademark
infringement

* Tradesecrel

Need of IPRin an
organization

Different subjects that

need IPR protection
under hospitality

1. Visitthe patent office and
collect the procedure for
the following

. Industrial

design fights

. “Trademark

18 Hrs
Theory
+
12 Hrs

: Trade Practical

dress.
. Trade
segels
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Total
Grand Total

16 Hrs
101

10Hrs

26 Hrs.
165
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Unit 3: Information and Communication 9
Technology Skills — i
Unit &_Enirepreneurial Skifs — I 0
Unit5._Green Skils — I 1
Part B | Vocational Skills
Unit 1:_Introduction 1 Tourism and Hospiaiy i3
Industry
Unit 2. Classification of Various Areas In 3
Hospitalty Industry
Unit 3._Housekeeping Operalions 4
Unil 4:_Janilorial Services 7
Unit5: Manual cleaning of Fumiture and 8
Surfaces
Unit 6._Replace Linen and Make Beds 0
Unit 7:Regular Periodic and Deep Cleaning of 21
Guest room
Unit 8 - Maintain Area Neat and Tid )
Part A | Employability Skills
Unit 1:_Communication SKifs —IV 21
Unit 2:_Selfmanagement Skills — IV 25
Unit 3:_Information and Communication 25
Technology Skills IV
Unit 4_Entrepreneurial SKiis — 1V %6
Unit5._Green Skils — IV 27
Part B | Vocational Skills
Unit 1 Collection and Disposal of Waste 28
Unit 2 Report. Record and Prepare Docurments 28
Unit 3 : Communication with Customers and 29
Colleagues
Unit4:_Hospitable Conduct and Standard 30
Etiguettes
Unit 5. Gender and Age Sensiive Service 3
Practices
Uit 6 - IPR of organisation and Cusiomer 33
Unil 7 Maintain Health and Hygiene 34
Unit 8 - Maintain Safely at Workplace’ 35
6| Organisation of Field Visits 37
7. | List of Equipment and Materials. 37
8| Vocational Teachers/Trainer's Qualiicalion and Guidelines 39
9. | Listof Contributors 42
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1. Describe the
various factors
influencing self-
motivation

2. Describe the basic
personality traits,

1. Finding and listing
motives (needs and
desires)

2. Finding sources of
motivation and inspiration
(music, books

activites) think expansive
thoughts; iving fully in the
present moment;
Dreaming big

1

1.

Group discussion on
identifying needs and desire
Discussion on sources of
motivation and inspiration

. Demonstrate the knowledge

10

15
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customer profile

* Documentation
« Customer Profile

they need to do on duty

6.Deal vithcustomer 1. SOPs 1. Visitan industry and
complaints and take 2. Dealing with customer studythe SOP's for
feedback complaints housekeeping conduct
3. Feedback mechanism
4. Productivty targets
7. Giitically think and 1. Departmental orientation 1. Attend the daily briefing
partcipate inbriefing 2. Briefing of housekeeping
and other training 3. Stafftraining department of a hotel
programs
Total 15 Hrs 10 Hrs ] _25Hrs
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Learning Outcome

1. Explain the importance
‘of hospitaliy industry

2. Explain and
understand the use and
importance of public
and guest areas ina
hotel

3. Appreciate the
importance of
Housekeeping
department in
hospitaliy industry

4. State the components
of public and guest
areas in housekeeping

Theory
(06 Hrs)

. Defintion of hotel
industry and hospitalty
industry

. Significance of hotel
industry and role of
hospitalty init

. Majorimain departments
of industry and their
functions,

. Ancillary departments of

hospitaity indusiry and
their functions

. Definition of public and
quest areas i hotel
industries

. Significance of public and
questareas

. Role of housekeeping
department

. Various public and guest
areasin hospitality
industry

. Uses of various public
areas and guest areas

. Need for regular dleaning
and maintenance of
public and guest areas

. General layout of various
‘components of public
areas of hotel

. Components and layout
of guest areas of hotel

1.

2.

1

3.

Practical
(04 Hrs)

List the importance of

hotel industry

Identify andist the

various department of

hotel industry

List some public areas in
hotel industry

. List some guest areas in

hotel industry

. identify and st the.

various public and guest
area of a nearby hotel

. Visita hotel in your area

and record the
dleanliness of various of
public and guest inthe.
following formt (make
the check st format)

. Draw the layout of pubic

areas of hotel industry

. Draw the layout of guest

areas of hotel industry

. Visita nearby hotel and

note down the.
compenents of public
and quest areas

Total

06 Hrs

04 Hrs.

Duration
(10 Hrs)

06 Hrs
Theory

04 Hrs
Practical

15Hrs
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Learning Outcome

Theory
(08 Hrs)

Practical
(06 Hrs)

Duration
(14 Hrs)

T Erumerate women's
rights,faciltes and
services at workplace

2. Agpreciate the need for
‘general facilties offered
tocater the need for
‘each age and gender

3. Narrate and explain the
need and importance of
practicing standard
etiquettes with women
atworkplace

~ Woman's ights and

respect at workplace

. Company's policies to

prevent sexual
harassment

. Faciliies& services

avalable at work for
female employees

. Safety measures for

female employees

. Female raveller safety

and security at hotel
Definition of hotel
facilties

General facilies for
chidren, senior citizens,
and young wormen at
hotels

Unique needs and wants
of each category of
customer-infant, young
‘woman, old persons etc.
Education of parents and
atiendants of senior
citizens on basic
safeguards and
‘emergency procedures
forthem

Importance and need for
medical facilties and
doctor at a hotel
Recreational facilfies for
chidren tourists at hotels
Equaliy of work for
women across both
horizontal and vertical
segregation of roles at
workplace

Motivate women at

Visita hotel near you
and study the policies
and procedures adopted
by the hotel to prevent
any case of sexual
harassment

Give suggestion for
various other safety
measures that could be
‘adopted for female
employees at work

Visit a nearby hotel and
ina tabular format note:
down the various
facilties available in the
holel for each gender

Visitahotel in your
vicinity and observe the
various standard
efiquettes practiced
whie dealing with female
colleagues and quests.

08 Hrs
Theory

06 Hrs
Practical
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4. Headerand Footer and alignment
5. Auto correct * Changing font
6. Numbering and bullet . az;ﬂ“ﬂi’;s*
7. Creating table. o fm?ev
8. Find and replace + Ramoving header
9. Page numbering. andfooter
10. Printing document. . Using autocorrect
11. Saving a document in option
various formais. . Insert page numbers
and bullet
. Save and printa
document
Total [T 12firs Fohs
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Leaming Outcome Theory Practical Duration
(10 Hrs) (15 Hrs) (25 Hrs)
1. Explainmethodsof 1 Types of communication 1. Writing pros and
communication - Verbal cons of written,
- Non-verbal verbal and non-
- Visual verbal
‘communication 15
Listing do's and
don'ts for avoiding
‘common body
language mistakes
2. Identify specific 1. Communication styles- Obsening and
communication styles  assertive, aggressive, sharing
passive-aggressive, ‘communication
submissive, et styles of friends,
teachers and family
members and 10
‘adapting the best
practices
Role plays on
‘communication
styles
Total 0 Hrs T5Hrs Z5Hrs
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3. Creatinga
new presentation

4. Adding aside
5. Deletinga
slide

6. Enteringand
editing text

7. Formating
text

8 Inserting

dipart and images
9. Side ayout

* Explaining the
features of
presentation

« Creating a new
presentation

 Adding a siide to
presentation.

« Deleting a side

« Entering and edit text

« Formatting text

« Inserting dlipart and
images

0. saviga « Siding layout
presentation « Savinga presentation
1. Prininga « Printing a presentation
presentation document
document
Total 08 Hrs Zhrs. [ 205
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Learning Outcome Theory Practical Duration
(16 Hrs) (10 Hrs) (26 Hrs)
T Apprecate e T Workplace Hazards Demonsirate vanous
measures of taking 2. Minimization of work preventive measures of
precautions (o avoid place hazards Work piace hazards
workplace hazards 3. Important Work hazards  normally seen in holels
and their preventive Demonsirate safety work
measures procedres with role play
4. Hazard analysis
5. Safety work procedures
2. Comprehend the 1. Hotel evacuation . Demonstate the use of
Standard Safety procedures for fie, bomb e extinguishers
Procedure threats, and mass . Enlist activiy of storage
destruction
2. Knowledge of storage . Identiy the equipments
Area: whie doing hazardous
Storage area Inspection  Work
checkist . Demonstrate handiing
3. Handing, storage Electric and sharp tools
4 ;ﬁéc‘;‘\‘w wzlw‘s . Demonstrate Standard
ing techniques
§ gt Sy P o
g floors
chemicals oo cafets 16 Hrs
6. Labeling and waming 3 ty Theory
Sign used for chemical techniques for handiing 3
Sorage lfing and moving 10 Wi
7. Safety techniques for fumiture and fixtures  pragtical

3. Appreciate the use of
Firstaid and personal
protective equipments
while doing hazardous
work

4.Gaininsightin
‘achieving Safety
standards,

handing, liting and
moving furmiture and
fixures

8. Standard Safety
Procedure for Handling
Electiical tools

9. Standard Safety
Procedure for Handling
floors

10. Standard Sarety
Procedure for handiing

sharp Tools

1. First aid kis in the work
place.

2. Documentation of frst
aid treatments

3. Handing of Personal
Protective Equipments

4. Safety use of PPE for
specific task on work
area and display safety
signs where necessary

1. Safety measure
undertaken while
inspection

2. Safety procedure/ safety
standards

3. Ensuring of zero accident
atwork place

. Prepare afirst aid Box

for hisher class rooms

. Make a Chart of Safety

signs.

. Demonstrate safety use

of PP E for specific task
onwork area.

. Demonstrate handiing of

Personal Protective
Equipments

. Practise safey standard

while working in given
area

. Demonstrate some

important safety
procedure/ safety
standards followed ina
hotel
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Learning Outcome

1. Createa document
onword processor

2. Edit, save andprinta
document in word
processor

Theory
(08 Hrs)

. Introduction to word

processing.

. Software packages for

word processing.

. Opening and exiting the

‘word processor.

. Creating a document

Editing text

. Wrapping and aligning

the text
Font size, type and face.

Practical Duration
(12 Hrs) (20 Hrs)
1. Demonstration and
practice of the
following:

o Listing the features
of word processing
o Listingthe software.
packages for word
processing
« Opening and exit
the word processor
« Creatinga
document
1. Demonstration and 10
practising the
following
« Ediing the text

« Word wrapping

10
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Learning Outcome Theory Practical Duration

(10 Hrs) (15 Hrs) (25 Hrs)
1. Describe the steps 1. Importance of active. 1. Demonstration of the key
toactivelistening _ listening at workplace: aspecis of becoming
skills. 2. Steps to active listening active listener 10

2. Preparing posters of steps
for active listening
2. Demonstrate 1. Wriing skils fothe 1. Demonstration and
basicwiting S6ls  following pracice of writing
. sentences and paragraphs
Sentence on topics related 10 the.
o Phrase subject
« Kinds of Sentences
 Parts of Sentence 15
« Parts of Speech
o Aticles
« Construction of a
Paragraph
Total | 10 Hrs | 15 Hrs | 25Hrs
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SNo.

Units Duration
(Hrs)

T Uni1- Communication SKIET 25

2. [ Unit2: Sel-management Skils Il 25

3 [ Unit 3 Information and Communication Technology KIS 20

4| Unit4: Entrepreneurial Skills-Il 25

5| Unit5: Green Skils-l 15

Total

110
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and parks

. Roadside
atractions
. Spas
. Amusement
parks
. Restaurants
. At
museums
. Castle and
forts
. Nature
Reserves
. Casinos etc
l5. Describe the need of 1. Theterms safe 1. Provide suggestions for
safe and honourable iourism, LadyTraveller,  Dettermentof senvice
tourism Senior citizen, given todifferently-abled

Differently-abled tourists,  {ourist whie on tour
honourable tourism
2. Need of tour in safe and
honourable manner for
traveller
3. Strategiesto ensure safe
and honourable tourism

Total I 07 Hrs I 03 Hrs ] _15Hrs
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Learning Outcome Theory Practical Duration
(10 Hrs) (15 Hrs) (25 Hrs)
Describe the. 1. Values in general and [ Listing of
significance of entrepreneurial values entrepreneurial
entrepreneurial values 2. Entreprencurial value values by the
and atitude. orientation with respect students
toinnovativeness, . Group work on
independence, identification of
outstanding performance  entrepreneurial
and respect for work values and their roles
after listing or reading
2-3 stories of 10
‘successful
entreprencur
. Exhibiting
entreprencural
values i lce
breaking, rapport
buiding, group work
and home
assignments
Demonstrate the. 1. Attitudes in general and 1. Preparing a list of
knowledge of entrepreneurial atttudes  factors thal influence
attiudinal changes 2. Using imagination/ atttude in general
required to become an intuition ‘and entrepreneurial
enireprener 3. Tendency totake attiude
moderate risk . Demonstrating and
4. Enjoying freedom of identifying own
expression and action entrepreneurial 15
5. Lockng orcconomic 2000 g e
s opportunities activties: (i) thematic
. Believing that we can ‘appreciation est, (i)
change the envionment  prtocti SCH
7. Analyzingsituaionand \ita-up on-who am
planning action r
8. Involving n activiy
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R

T Al eeh o
Gandhiji’s Talisman

I will give you a talisman. Whenever
you are in doubt or when the self
becomes too much with you, apply the
following test:

Recall the face of the poorest and
the wea/{est man whom you may have
seen and ask - yourself if the step you
contemp&zte is going to be of any use
to him. Will he gain anything by it?
Wil it restore him to a control over
his own [life and destiny? In other
‘words, will it lead to Swaraj for the
ﬁungwﬁq l\;spzrztua@ starving

millions?
Then you will find your doubts and
your self melting away.

L—@Nw

o
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workplace to utilize their
skills such as
involvement in decision
making process
Definiion of behavioural
etiqueties while deaiing
with female colleagues
and guests.

On the basis of your
observation prepare a
report on “Standard
etiquettes to be
practiced in hotels whie
dealing with females”

Total

08 Hrs

06 Firs

TaHrs
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S.No.

Units.

Duration
(Hrs)

7| Unil - Communication SKIk -V 25

2 [ Unit2: SelFmanagement SKifs - IV 25

3| Unit 3. Information and Communicalion Technology SKITS -1V 20

4| Unit 4: Enirepreneurial Skils - IV 25

5[ Unit5: Green Skils - IV 15

Total

110
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Learning Outcome Theory’ Practical Duration
(14 Hrs) (08 Hrs) (22 Hrs)
T Desciibe the Regular cleaning of work 1. Demonstrate handiing of
importance of ensuring area waste in trash can
cleaniness around Handiing waste Demonstrate regular
workplace waste/lrash can dleaning activities
Handiing pest control performed at workplace:
activiies at work place Demonstrate of
Maintenance of Indenting required for
cleanliness and performing cleaning task
maintenance of records Demonstrate procedure
Proper ventiltion of of deaning Crockery,
area Cutlery and gassware
Regular maintenance of
air condiioner and other
mechanical system
Importance of lighting in
anarea
Cleaning of food storage,
preparation, displayed 14 Hrs
and senving area Theory
Crockery, cutlery and +
glassware dleaning 08 Hrs.
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Duration: 3 hrs.

Max. Mark: 40

No. of Questions

Typology of Question

Very Short

Answer
(1 mark)

Short
Answer
(2 Marks)

Tong
Answer
(3 Marks)

Remembering — (KNoWIedge.
based simple recall questions, to
know specific facts, terms,
conceps, principles, or theories;
identify, define or recite,
information;

13

Understanding —
(Comprehension - to be familiar
with meaning and 1o understand
conceptually, interpret, compare,
conirast, explain, paraphrase, o
interpret information

14

"Application — (Use abstract
information in concrete situation,
to apply knowledge 1o new.
situations: Use given content to
interpret a situation, private an
example, or solve a problem

o7

High Order Thinking SKils —
(Analysis & Synthesis - Classify,
compare, conrast, or
differentiate between different
pieces of information; Organize
and orintegrale unique pieces.
of information from a variety of
sources)

Evalualion — (Appraise, Ju0ge,
andor jusiify the value or worth
of a decision or outcome, or o
predict outcomes based on
values)

02

Total

5x1=5

10x2=20

53=15

o
(20
questions)
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Learning Outcome

1. Define Cleaning

2. Appreciate the
importance of care,
cleaning and
maintenance of
upholstery.

3. Clean Fumiture

S

pon

Theory
(09 Hrs)

Definition of Cleaning 1

Need of cleaning in an

organization

Different types of Surfaces

Assessment of the 2

requirements for cleaning

task

Classffcation of Dirt, Dust

and Grease, Its origin and

types 3

What are Stains ? Their

dassification causes and 4.

removal techniques

Whatis Upholstery? 1

‘Types of upholstery

Material used in Upholstery

Methods of cleaning

Upholstery

Procedure of Cleaning

Upholstery 2

Requirement of

equipments for upholstery

dleaning

Cleaning agents and their

types

Odorants and Deodorants

3
4

Fumiure and ts 1

requirement

Types of Furniture

Material used in Fumiture
Types of Stains thatcan 2.
‘occur on fumiture

Practical
(12 Hrs)

Duration
(21 Hrs)

. Classify and list the

home artices that need
daily and periodic
deaning

. Visit nearby home

‘amenities shop and the
types of chemicals used
in stain removal

Stain Removal Practical
b

Stain Removal Practical
2

Visita fumiture,
upholstery suppler and
observe the various
upholstery materials
available in the market.
Record the data

Visit a laundry and
collect the information
about various stains that
frequently occur on
upholstery. Watch the
dleaning of Sofa
cushions

Demonstrate the use of
vacuum Cleaner and its
accessories related o
upholstery cleaning

Visit dleaning agent
supplier for upholstery
and collect the list of
dleaning agents
available with the details
onitslabel

Visit a fumiture market of
your city and colect the
information abou types
of fumiture avaiable
Remove stains on okd
‘wooden article and apply

09 Hrs
Theory
+

12Hrs
Practical

5. Removal of Stains French polish
6. Polises
7. Types of Polishes
8. Procedure of Polishing
4.Clean Glass 1. Glass and its various uses 1. Practice cleaning of
in Hotels window glasses
2. Types of glass 2. Practice cleaning of
3. Cleaning of Glass artickes Glass articles
4. Safety with Glass
5. Cleaning agents for glass
6. Giass Cleaning
Equipments
5. Collect waste 1. Types of wastes 1. Preparea chart
generated during 2. Procetu of wasie depicting the system of
cleaning and Waste disposal






