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Basic House Keeping

SCHEME OF STUDIES

Sr Modules Theory Practical Total Hours

# Hours Hours

1 Module 1: Maintain Hygiene, 20 80 100
Sanitation & Groom

2 Module 2: Adhere safety 10 40 50
precautions

3 | Module 3:Clean public area 30 120 150
front of the house

4 | Module 4: Clean public area 20 50 70
back of the house

5 Module 5: Set up in preparing 10 40 50
of work

6 Module 6:Servicing of check 30 150 180
out room, occupied room and
vacant room

7 | Module 7: Perform 20 80 100
communication

8 | Module 8: Develop 20 80 100
professionalism and energy
control

TOTAL HOURS 160 640 800
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Curriculum Template

Introduction Template

Summary Template —Curriculum Development for (Trade name)

( Trade Name)Curriculum Contents (Teaching and Learning Guide)
- Module One: (Name of Module)

- Obijective of the Module

- Duration of the Module / Theory Hours/ Practice Hours

- Learning Unit / Learning Outcomes/ Learning Element/ Duration/ Materials Required/
Learning Place

Assessment Template

List of Tools, Machinery & Equipment

List of Consumable Supplies
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Overall objective of the course

The basic housekeeping course enables the trainees to perform their routine skilled tasks to carry
out a variety of house keeping duties and assist other team members in housekeeping duties.

Competencies gained after completion of the course:
The learners will gain competencies in;

Personal and work hygiene

Communication skills

Aptitude and behavior

Handling housekeeping equipment

Required housekeeping skills at floor and public area of the hotel
Knowledge about guest supplies, house hold supplies and detergent agents
Dealing with guests

Job opportunities available immediately and in future
After completing this course the learner will have the opportunity of jobs in;

Hotels (locally and internationally)
Restaurants

Hospitals

Hostels

Messes

Multinational companies

Catering companies

Offices etc.
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Overview about the program —Curriculum for (Trade name)

Module Title and Aim Learning Units Theory* Workplace? Timeframe of
Days/hours Days/hours modules
Module 1 ® Uniform and shoes 20 hrs 80 hrs 100
Maintain Hygiene, ® Hair, nail, shave etc.
sanitation and ® Gesture and posture.
grooming ® Courtesy, manners
and professionalism
The aim of the module | ® Personal ethics
is to know about
personal hygiene, work | Work place hygiene
hygiene ® Tools and Clean
and grooming agents
® Harmful Bacteria
® Sources of spreading
bacteria.
® Prevention from
spreading bacteria.
® Clean of household
supplies and
equipment
Module 2 ® Work place safety 10 hrs 40 hrs 50
Adhere Safety ® Personal safety
Precautions ® Causes of
The aim of the module accidents
is to take precautions ® Guest safety
regarding health and ® Lifting heavy
safety objects
® Disposing of
garbage.
® Handling equipment
® Handling detergent
agents.
Module 3 ® Clean lobby area 30 hrs 120 hrs 150 hrs
Clean Public Area ® |Lounges
(Front of the house) ® Restaurants
® Bars
The aim of the module | ® Banquet rooms
is to know how to clean | ® Conference and
public area meeting rooms
® Lifts
® Corridors
® Stairs
® Public toilets
® Empty ashtrays and
waste bins

! Learning hours in training provider premises

2 Training workshop, laboratory and on-the-job workplace
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® Clean glass
® Clean offices
® Clean business
centers
® Clean basement
® Clean lockers
rooms
® Clean office at the
back of the houses
® Clean kitchens and
bakery
® Clean stores
® Clean cloak room
Module 4 ® Clean offices 20 hrs 50 hrs 70 hrs
Clean Public Area ® Clean basement
(Back of the house) ® Clean lockers
rooms
The aim of the module | ® Clean office at the
is to know how to clean back of the houses
public area ® Clean kitchens and
bakery
® Clean stores
® Clean cloak room
® Car parking
® Mosque
Module 5 ® Setting up a trolley 10 hrs 40 hrs 50 hrs
Set up and preparing ® |dentifying guest
for work room supplies
The aim of the module | ® Handling trolley at
is to know about the floor.
preparing for work ® Collect required
electrical and non
electrical equipment
30 hrs 150 hrs 180 hrs
Module 6 ® Termsusedin
Servicing of a check house keeping
out room, vacant room, | ® Entry procedure
occupied room, ® Check lost and
Servicing bathroom found items
and turn down service. | ® Sequence and
procedures
The aim of the module | ® Stripping bed
is to know proper ways | ® Bed making
of making different ® Routine Clean
types of rooms ® Replenish guest
supplies
® Check for repair
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and maintenance

® Adjust thermostat of
air conditioner
® AdjustTV
® Vacuum room
® Evening turn down
service
® Final look and
maintaining maid
report.
® Types of room
® \Washing the
accessories
® Clean the bath
® Clean and dry
shower head and
hose
® Clean walls and
door-front and back
and jambs
® Clean toilet
® Clean basin and
surroundings
® Replenish guest
supplies
® Clean the floor
Module 7 ® Oral communication. 20 hrs 80 hrs 100
Perform ® Written
communication skills communication.
® Non verbal
The aim of the module communication.
is to know about ® Visual
effective ® Barriers to

communication and it
importance

communication
Body language
Active listening
Communication with
customers
Communication with
co-workers
Communicate with
juniors
Communicate with
supervisors

Using the telephone
Replying calls
Greeting
Identification of the
department
Identification of
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yourself

Ask the callers need\
Transferring calls
Holding calls

Taking messages
Making calls

Module 8

Develop
professionalism and
Energy control

The aim of the module
is to develop
professionalism and
control energy

Introduction of hotel
Introduction of house
keeping
Job descriptions
Responsibilities
Area know how
Know how of
equipments
Job responsibilities
Dos and dont
Controlling cost.
How to control cost
Save energy save
money
Sense of equity

Maid report
Maintenance report

Clean and care for
equipment trolley

Servicing pantry

Close down the shift
in a systematic
professional
manner

Stain removal from
carpet

20 hrs

80 hrs

100
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Module: 1 Title: .. MAINTIAN HYGIENE, SANITATION AND GROOMING SKILLS...

Objective of the Module: ........ To give information to the students about the healh and
safty
Duration: ...100... hours Theory: ... .............. hours Practice: ......... hours
1. personal | After Knowledge of: 4 hrs | Hand outs and
hygiene | completing this e To take bath visual aids
unit, the e Trimmed hair
student will e To shave
know about e To trim nails
personal e Tosense smell
hygiene
Ability to:
Maintain personal
hygiene. 12 hrs
2. Uniform After Knowledge of: 1hr Hand outs and | Class room
and completing this e clean uniform visual aids and work
shoes unit, the and polished place
student will be shoes
aware of clean
uniform and
polished shoes e Whatis clean
uniform
e Condition of the
uniform
e Polished shoes
Ability to:
Maintain clean uniform
and polished shoes
After Knowledge of: 2 hrs Hand outs and | Class room
3. Gesture | completing this visual aids
and unit, the e Make good
posture | student will be gesture and
aware of posture
gesture and e To know about
postures styles of:
e Walking
e Sitting
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e Standing 8 hrs
e Talking
e Smiling
e Mirroring
e Eating
Ability to:
maintain good gesture
and posture
4. Courtesy | After Knowledge of: 4 hrs | Hand outs Class room
, completing this
manners | unit, student e Courtesy and
and starts it his manners
professio | personal e Willing to work
nalism development e Readyto help
e Positive attitude
e Learn skills of
each section of
housekeeping
e Team spirit
Ability to: 20 hrs
Be courteous and well
mannered
5. work After Knowledge of: 4 hrs Hand outs and | Class room
place completing this demonstration
hygiene | unit student e Toclean the
will be fully work place
aware about
work place e Toknow the
hygiene standard of
Clean of the 26 hrs
work place
e To know the
condition of
equipment
e To know the
condition of
material
bacteria | After knowledge of: 2 hrs Hand outs Class room
and its completing this
preventio | unit the e What is bacteria
n of student will be e How do they
spreadin | aware of spread
g harmful e How to prevent
bacteria | bacteria and bacteria
how to control spreading
it ability to:
control bacteria 8 hrs
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Module: 2 Title: ... ADHERE SAFTY PRECAUTIONS...

Objective of the Module: To give information to the students about the healh and

safty
Duration: 15 hours Theory: _ hours Practice: hours
To notice things which
cause accidents 2 hrs
1 e Loose tiles
Work place e Slippery floor
safety e Naked electricity
wires
e Scattered
equipment
After e Sign boards
completion of e Handling sharp O.H.P. Class room
this session equipment Hand outs and | and practical
the student will demonstrations | room
be aware of Ability to: 10 hrs
causes of observe thing and
accidents initiative taking power
Knowledge of: 2 hrs Hand outs and | Class room
personal safety demonstration | and practical
2 room
Personal safety e To handle
equipment
e To handle
detergent agents
e To lift heavy
objects
e To dispose of
trash/garbage
Ability to: 12 hrs
Adopt safety measures
while working.
After Knowledge of: 2 hrs Demonstration | Work place
3. Disposing of | completion of e To follow safety and hand outs
trash and this session procedure while
garbage deposing of trash

the student will
be fully aware,
how to deal

with disposing

e Classification of
garbage

e Equipment
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of needed
trash/garbage e Safety
precautions
e Time
management
e Dealing with
trash
Ability to:
Identify harmful trash
10 hrs
4. handling | After Knowledge of: 2 hrs Housekeeping | Work place
equipme | completion of equipment and
nt this session, e To ldentify hand outs
the student will equipment
know how to e To operate
operate various house
housekeeping keeping
equipment equipment
e Toempty
vacuum cleaner
e Toclean
equipment
Ability to:
Operate and handle
equipment properly 10 hrs
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Module: 3 Title: ...CLEAN PUBLIC AREA (FRONT OF THE HOUSE)

Objective of the Module: ........ To give information to the students about Clean of front and
back of the house.
Duration: ...150... hours Theory: ... ....cccee..ne hours Practice: ......... hours
After Knowledge of: 2 hours | Lobby, Work place
1. Clean completing vacuum
lobby this unit As above. cleaner,
area student will e mopping scrubbing
know how to e scrubbing machine,
clean lobby e buffing buffing
e dusting machine and
mops
Ability to:
Clean lobby 10 hours
After Knowledge of: 1 hour Model bed Class room
2. Clean completing | Clean a lounge room and and work
lounges this unit bath and place
student will | same as above guest supplies
know how to
clean Ability to:
lounges Clean lounges 10 hours
After Knowledge of: 6 hours | Hand out and | Work place
3. Clean completing e Remove furniture model bed
restauran | this unit e Clean the room
ts student will restaurant
know to e use hot water
clean a use detergent
restaurant agents
e scrub
e mop the
restaurant
e dust off the
furniture
e dryup
Ability to:
Clean a restaurant 10 hours
After Knowledge of: 2 hours | Floor,
4. Clean completing | Clean a bar scrubbing Work place
bars this unit machine,
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student will vacuum and
know how to | Same as above mops
clean bars
Ability to:
Clean bars 10 hours
After Knowledge of: 3 hours | Mops and Work place
5. Clean completing e clean banquet dusters
banquet | this unit room
Hall student will
know how to e setup banquet
clean according to the
banquet function
room
e attend the
banquet hall
during the
session
Ability to
Clean banquet and set it | 10 hours
for any function
After Knowledge of: 3 hours | Fully Work place
6. Clean completing equipped
conferen | this unit e clean conference maid box
cerooms | student will room and
and know how to meeting room
meeting clean e set of conference
room conference room and
room meeting room
e supply needed
materials
¢ make seating
arrangements
Ability to:
Set a conference and 15 hours
meeting room
7. Clean After Knowledge of Lift and Work place
lifts completing e To know method | 2 hours | housekeeping
this unit of Clean a supplies
student will lift/elevator
know how to e To adopt safety
clean lifts precaution while
and Clean a lift

Page | 13




elevators o Clear a lift
properly
Ability to:
Clean a lift 10 hours
After Knowledge of: 4 hours
8. Clean completing e clean corridors Corridor and Work place
corridors | this unit e Adopt proper housekeeping
student will method of Clean supplies
know how to corridors
clean e Provide required
corridors house hold
supplies
e To know
frequency of
Clean
Ability to:
Clean a corridor 10 hours
After Knowledge of: 2 hours | Stairs and Class room
9. Clean completing housekeeping | and work
stairs this unit e To learn proper supplies place
student will procedure of
Clean stairs
know how to .
. e Collect required
clean stairs tools and
detergents
Ability to:
Clean stairs 5 hours
10. Emptying | After Knowledge of: 1 hour Work place
ashtrays | completing | emptying and replacing Tables and
and this unit ashtray dirty ashtrays
waste student will
bins know how to e To learn skill of
empty changing ashtray
ashtrays e to handle the
buds in ashtray
e clean ashtray
Ability to:
Replace ashtrays in 5 hours
lobbies
Knowledge of: 2 hours Work place
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11. Clean glass | After Clean glass Glass and
completing e use neutral detergent
this unit detergent agents
student will e Use vinegar and
know how to water or glint
clean glass e Clean with soft
cloth, with out fluff
Ability to: 15 hours
Clean glass
After Knowledge of; :How to 3 hours Work place
12. Clean completing | clean business centers House hold and class
business | this unit e dry dusting supplies and | room
centers student will e mopping hand outs
know how to e damp dusting
clean
business
centers
Ability to:
Clean business centers | 10 hpurs
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Module: 4 Title: ...CLEAN PUBLIC AREA (BACK OF THE HOUSE)

Objective of the Module: ........ To give information to the students about Clean of front and
back of the house.
Duration: ...70... hours Theory: ... ....ccccoe..... hours Practice: ......... hours
After Knowledge of: 3 hours Cloak room/
1. Clean cloak | completing this e clean of cloak room toilets and
room/rest unit student housekeeping
room/toilets | .\ cow how e Adopt proper method supplies
to clean cloak of Clean public toilets
e clean rest rooms
room/rest
room/toilet Ability to: 6 hours
Clean a cloak room
2. Collecting After Knowledge of: 4 hours Housekeeping
Clean tools completing this ¢ Identify required tool equipment
and Clean unit student and detergent agents and Clean
agents will know how for different areas agents
to collect tools
and Clean e Collect house keeping
agents equipment
e Collect proper
detergent agents
e Clean properly
Ability to:
Collect proper equipment 6 hours
according to the requirement
After Knowledge of: 3 hours Housekeeping
3. Clean of completing this e clean tools and tools
tools after unit student equipment
use will know how
clean tools e empty vacuum cleaner
e wash dusters
e make sure the
requirement of the
next shift
Ability to:
8 hours

Clean tools and equipment
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After Knowledge of: House hold
4. Clean completing this 2 hours supplies and
offices unit student e dry dusting hand outs
will know how e damp dusting
to clean offices e replace the thing
properly
Ability to:
To clean offices
6 hours
Knowledge of: 2 hours
5. Storing After How to store tools and Store/pantry
Clean tools completing this | materials tools and
and material | unit student Material
will know how e properly lid all the
to store Clean detergent agents
tools and e always store in upright
materials position
e always wash and dry
up dusters
Ability to: 6 hours
Store tools and materials
After Knowledge of: 2 hours Brushes and
6. Clean completing this e sweep the basement dusters
basement unit student e dust off the basement
will know how e Be aware of frequency
to clean of Clean
basement e Use required
equipment
Ability to: 6 hours
Clean basement
After Knowledge of:
completing this e To learn proper 2 hours Clean tools and
7. Clean unit student methods of Clean housekeeping
lockers will know how locker room Material
rooms to clean e dry dusting
lockers room e damp dusting
e dry dusting
e damp dusting
e disposal of garbage
e vacuuming
Ability to: 6 hours

Clean lockers
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8. Clean offices
at the back
of the house

After
completing this
unit student
will know how
to clean back
of the house

Knowledge of:

e Dback of the house
use hot water
detergent agent
scrub the floor
dry the floor
use disinfectant

Ability to:
Clean these offices properly

2 hours

6 hours

Housekeeping
supplies and
maid box
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Module: 5 Title: SET UP AND PREPARING FOR WORK...

Objective of the Module: ........ To give information to the students about preparing for work.
Duration: ...50.. hours Theory: ... ....cccccee.... hours Practice: ......... hours
2
1. Setting After Knowledge of: hours | Hand outs Class room
up a completing this
trolley unit student e To know about
will know housekeeping
setting up of a trolley
trolley
e Accessories of a
trolley
e Tosetupa
trolley
e Clean tary linen
Ability to: 10
Prepare a trolley hours
After Knowledge of: 4 Hand outs Class room
2. ldentifyin completing e Guest supplies hours
g guest this unit e To replenish
room ) washroom
Supplies Students W|” Supplies
be able to e To handle guest
identify guest room supplies
supplies. e To co.ntrol guest
supplies
Ability to:
know about guest
supplies 10
hours
2 Hand outs Class room
3. Handling | After Knowledge of hours | And and work
trolley at | completing this e How to park housekeeping | place
the floor | unit the trolley in the trolley
student will be corridor
aware of e How to use
handling trolley while on
trolley the floor
Ability to: 10
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Handle trolley hours
Knowledge of: 2 Vacuum
Collect e Electrical hours | cleaner, Class room
required equipment scrubbing and work
electrical e Non electrical machine, place
and non equipment buffing
electrical e To operate these machine,
equipme equipment shampooing
nt properly machine , maid
e Maid box box and
dusters
Ability to:
Use electrical and non-
electrical equipment 10
hours
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Module: 6 Title: ...SERVICE ROOMS AND MAKEUP ROOMS

ROOM, BATHROOM AND TURN DOWN SERVICE...

Objective of the Module: ........ To give information to the students about servicing guest rooms
and bath rooms

Duration: ...180... hours Theory: ... 30............... hours Practice: ..150....... hours
After Knowledge of: 2 Hand outs Class room
1. Houseke | completing this e Types of rooms hours
eping unit, the e Tolearn the
terminolo | student will house keeping
gies know about terminologies
housekeeping e To learn hotel
terminologies terminologies
e Tolearn front
office
terminologies
Ability to:
Learn these 10
terminologies hours
After Knowledge of: 1 hour Work place
2. Room completing this Model bed
entry unit, the e Entry procedure room
procedur | student will e Knocking the
e know how to door three (03)
enter a guest times procedure
room e Announcement
(house keeping)
Ability to:
Follow the correct entry | 8 hours
procedure
After Knowledge of: Hand out, lost | Class room
3. Check completing this lost and found lhour | and found
lost and unit student procedure report
found will know how e To check lost
to check lost items in a check
and found out room and
inform supervisor
e Toinform about
the found items
sup/housekeeper
Ability to:
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Deal with lost and found | 8 hours
items
After Knowledge of: 2 Hand outs Work place
4. Sequenc | completing this e To learn work hours | And model bed | and class
e and unit student order of Clean a room, bath room
procedur | will know the room and room and
e of work | right sequence bathroom public area
and procedure
of wok e work order of
Clean a check
out room
e work order of
Clean an
occupied room
e work order of
Clean a vacant
room
e evening turn
down service
e corridor and
service area
Ability to:
Adopt the work order
10
hours
After Knowledge of : 2 Hand outs and | Class room
5. Stripping | completing this e stripping bed hours | model bed And work
bed and unit student e stripping billow room place
bed making will know how cases
to make a bed e handling clean
properly and soiled linen
e bed sheets and
towels lay out
e To place pillows
on the bed
e To make miter
corners
e To lay bed felt
e Cover with quilt 10
Ability to:
hours

Strip and make the bed
properly
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After Knowledge of: 2 Hand outs, Class room
6. Routine | completing this e daily Clean hours | model bed and work
Clean unit student room and place
will know what ¢ making room housekeeping
. . supplies
is routine . dustin
Clean g
e vacuuming
e damp dusting
e replenish guest
supplies in
occupied room
e in an occupied
and check out
rooms
Ability to:
Efficiently do routine 8 hours
Clean
7. Non After Knowledge of: 2 Handouts and
routine | completing this e spring Clean hours | model room
Clean unit student
will know what e out ofglrder
is routine room tlean
Clean
Ability to:
Efficiently do routine 4 hours

Clean
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After Knowledge of: Hand outs and | Class room
8. Check completing this e out of order 2 hour | maintenance and work
for repair | unit student e to check for report place
and will know how repair and
maintena to check final maintenance
nce product e to know the right
procedure of
checking for
maintenance
e toreport any
maintenance
o follow up
8 hours
Ability to:
Check and report repair
and maintenance
After Knowledge of: 1 hour | Hand outs and | Class room
9. Checking | completing this thermostat of air model bed and work
of all unit student conditioner room place
electric will know how e adjust thermostat
applianc | to adjust air e whyisit
es conditioner necessary
thermostat
Ability to: 6 hours
Adjust thermostat
After Knowledge of: 1 hour | Hand outs and | Class room
10. Adjust completing this e adjustT.V model bed and work
T.V unit student e report any fault room place
will know how | Ability to:
toadjust T.V | Adjust T.V 6 hrs
After knowledge of: 2 hrs Hand outs and | Class room
11. Turn completing this e to give evening model bed and work
down unit student turn down room place
service will know how service

to give
evening turn
down service

e switch on the
bed side lamp

e turn the blanket
from one side

e place breakfast

menu

e laundry bag and
laundry list

e place the

sleepers on the
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bed side
e close the curtain
and checking the
washroom
Ability to: 10 hrs
Give turn down service
After Knowledge of: Hand outs, Class room
12. Final completing this e final check 2 hour | model bed and work
look and | unit student e make up room and maid | place
making will know how deficiencies report
of to check final e Be sure it must Performa
evening product be up to the
report mark
e Make an evening
report
Ability to: 10 hrs
Check the final product
After Knowledge of: 2 hour | Hand outs, Class room
13. Washing | completing e wash accessories model bed and work
accessori | this unit e to know washing room and place
es student will sequence housekeeping
know how to e to know washing supplies
wash procedure
accessories e washing
sequence of
Clean equipment
like trolley, bucket
and tools
Ability to: 8 hrs
Wash accessories
After Knowledge of: 2 hour | Hand outs Work place
14. Clean of | completing e To know the and model and class
a bath this unit standard of Clean bed room room
room student will e clean all the
know how to related
clean a bath accessories
room o Adopt Clean

procedure of
shower head and
hose

clean sheer
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curtain
[ )

Ability to: 8 hrs
Clean bathroom
After Knowledge of: 1 hour | Hand outs Class room
15. Clean completing e to clean every and model and work
walls, this unit side of the doors bed room place
frontang |Sudentwil | 2 OCEnhenE
back know how to from every si
y side
clean walls
and doors Ability to: 6 hrs
To clean the walls and
doors from every side
After Knowledge Of: 2 hrs Model bed Class room
16. Clean completing e clean toilet room and and work
toilet this unit bathroom and | place
student will e use detergent hand outs
know how to agent
clean toilet e dry up of the toilet
e replenish toilet
roll
Ability to 10 hrs
Clean toilets
After Knowledge of: 1lhr Model bed work place
17. Clean completing e replenish guest room and
basin and | this unit supplies guest
surroundi | student will e deal with the supplies
ng know how to used guest
clean basin supplies
and it Ability to: 6 hrs
surroundings | Replenish guest supplies
according to the house
policy
After Knowledge of: 1hr Model bed Class room
18. Replenis | completing ¢ clean the floor room, bath and work
hing this unit e mop the floor room and place
guest student will e dry up the floor public area
supplies | know how to e brush the carpet
replenish e vacuum
guest
supplies Ability to: 6 hrs

Clean the floor properly
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19. Clean
floor

After
completing
this unit
student will
know how to
clean floor

Knowledge of:

As above.
e mopping
e scrubbing
e buffing
e dusting
Ability to:
Clean lobby

1hr

8 hours

Lobby,
vacuum
cleaner,
scrubbing
machine,
buffing
machine and
mops

Work place
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Module:7 Title: ..PERFORM COMMUNICATION ...

Objective of the Module: ........ To give information to the students about the hotel communication
Duration: ...100... hours Theory: ... ....20........... hours Practice: ...80..... hours
1. Oral After Knowledge of: lhour Hand outs and
communi | completing overhead Class room
cation this unit the e Tolearn projector
student will oral
know the conversati
proper way of on skills
oral o e Announce
communicatio ment
n e Speeches
Ability to:
communicate in
an effective way | 6 hours
2. written After Knowledge of: 2 hours Hand outs and | Class room
communi | completion Writing and demonstration
cation this unit the understanding
student will o Letters
know about e Memos
written e Brochures
communicatio e Signs
n e Checklists
Ability to:
Communicate
and understand | 6 hours
written
communication
3. Non After Knowledge of: 1 hour Hand outs , Class room
verbal completing whit board
communi | this unit the e Tomake a and overhead
cation student will be small projector
aware of presentati
presentation on
e To make
right
gestures
e To make
right
posture
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To know about 4 hours
facial expressions
4. Visual After Knowledge of: Hand outs and | Class room
communi | completing Visual 2 hours overhead and work
cation this unit the communication projector place
student will be e Understan
fully aware of d
visual drawings
communicatio e Videos
n e Display
logos on
the
supplies
e Display
sign
boards
Ability to:
Know about
visual aids 8 hours
5. Barriers | After Knowledge of: 1 hour Hand outs and | Class room
to completing barriers to overhead
communi | this unit the communication projector
cation student will e Language
know the Distraction
barriers to s
communicatio e Interruptio
n and how to ns
overcome e Perceptio
these ns
e Attitude/e
motions
Ability to: 6 hours
Over come
these barriers
After 1 hour Hand outs Class room
6. Body completing Knowledge of:
language | this unit the Perceiving
student will expressions of
come to know | body
what is body e Aggressive
language e Enthusiasti

C
e Nervous
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e Cold

o Giving
orders
e Bored
e Surprised
e Tired
e Confused
e Environm
ent
Ability to:
Sense various
expression of 4 hours
body
Knowledge of: 1 hour Hand outs Class room
7. Active After importance of
listening | completing active listening
this unit the
student will
know whatis |e  Mirroring
active e Paraphrasing
listening e  Summarizing | 3 hours
e Targetted
1 hour Hand outs Class room
8. Commun | After this unit | Knowledge of:
ication the student How to speak
with will know, how | with the guests
guests to
communicate Be polite
with guests e Beclear
Be
positive
e Be helpful
e Be
committed
e Be honest
e Be truthful
Ability to:
Communicate
with guests 4 hours
Knowledge of: Hand outs Class room
9. Commun | After How to
ication completing communicate with | 2 hours

Page | 30




with this unit, the supervisors
supervis | student will e Beclear
ors know how to e Be
communicate obedient
with e Be Willing
supervisors Discuss
with
reasons
e Tellthe
facts
e Be
respectful
Ability to:
Com)r;unicate 6 hours
with supervisors
10. Commun | After Knowledge to: 1 hour Hand outs Class room
ication completing Know how to
with this unit, the communicate with
juniors student will juniors
know how to
communicate e Be polite
with juniors but firm
e Be
cooperativ
e
Be helpful
e Be caring
e Be tactful
Ability to:
Make them
understand and 6 hours

motivate them
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11. Replying
calls

After
completing
this unit
student will
know how to
reply a
telephone call

Knowledge of:
reply telephone
calls

e respond
with
greeting

o identify
your
departme
nt

o identify
yourself

e question
the callers
need

Ability to:
Reply every call
effectively

1 hour

6 hours

Hand outs
and overhead
projectors

12. Transferri
ng calls

After
completing
this unit
student will
know how to
transfer a
telephone call

Knowledge of:
transferring a
telephone
calls
¢ inform the
caller that
you are
transferrin
g the call

e tell him
the name
of the
person to
whom he
will be
speaking

e advise the
person
briefly on
the
caller's
name and
the nature
of the
inquiry

e make the
connectio
n

Ability to:

2 hours

7 hours

Hand outs
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transfer a
telephone call

properly

13. Holding
calls

After
completing
this unit
student will
know how to
make
somebody
hold a
telephone call

Knowledge of:

Advise the
caller that
you will
put
him/her on
hold
Check
frequently
that they
wish to
remain on
line
Monitor
the busy
extension
Ask the
caller that
you are
transferrin

g

Ability to:
Transfer calls

1 hour

6 hours

Hand outs

14. Taking
message
s

After
completing
this unit
student will
know how to
take a
message

Knowledge of:

Write the
date
Write the
name of
the person
to be
contacted
Note the
time

Note the
name of
the caller
Write a
brief
descriptio
n of the
nature of
the call

2 hours

Hand outs,
message form
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Ability to:
Take a message
effectively

4 hour

15. Making
calls

After
completing
this unit
student will
know how to
make a
telephone call

Knowledge of:

¢ Note the
number
and
extension
for the
person to
be called

¢ Note the
name and
title of the
person to
be called

e Ask the
reason for
calling

Ability to:
Make calls

1 hour

4 hours

Telephone
and pabx
exchange
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Module: 8 Title:..DEVELOP PROFESSIONLISM...

Objective of the Module: ........ To professionalism and energy control

housekeeping
Duration: 100 hours

Theory: _20__ hours

Practice: 80_hours

Learning Unit Learning Learning Elements | Duratio | Materials Learning
Outcomes n Required Place
1. Introductio | Student will Knowledge of: Hand outs and | Class room
n of hotel come to know Hotels 2 hours | visual aids
what is a hotel Motels
Restaurant
Types of hotel
10 hours
After the Knowledge of: Hand outs and | Class room
2. Introductio | session the Housekeeping 2 hours | visual aids
n to students will be department
housekeepi | fully aware of Various sections
ng house keeping of housekeeping Over head Class room
department and department 8 hours | projector and
its sections hand outs
3. Responsibi | After this Knowledge of: 3 hours | Work place Work place
lities of session the e Toclean the exposure and and class
housekeepi | students will entire hotel provide hand room
ng know about the e To clean the outs
department | responsibilities public area
of the e Toclean the
housekeeping floor
e To provide
comfort to the
gust
6 hours
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4. Organizatio | After this 2 hours | Overhead
n of session the Knowledge of: projector and Class room
housekeepi | students will The positions of: hand outs
ng know about e Executive
department | housekeeping house keeper

hierarchy e Assistant
executive 10 hours
housekeeper
Supervisors
e Room
maid/boy
e Houseman
e Linen room
attendant
e Uniform room
attendant
After this To know: 3 Hour | Show pictures | Class room
5. Areas session the About the areas of S and provide
students will be | the hotel hand outs
fully aware e Floor
about the areas e Public area
of a hotel e Linen room
¢ Uniform room
e Back of the
house
e Front of the
house
o Conference
room
e Business
center
e Health club
e Laundry
o Offices
e Garden
Ability: 10 hours

To approach or tell
about the areas of
the hotel
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After Knowledge of: 2 Hand outs Class room
6. Energy completing this energy hours
conservati | unit, student will conservation
on and come to how to
Controlling cost | conserve e How to control
energy energy
e Benefits of
controlling
energy and
cost
Ability to:
To conserve energy 8 hours
and control cost
After Knowledge of: 2 Hand outs Class room
7. Sense of completing this hours
equity unit, the student e Toown
will have a responsibilities
sense of equity e To care the
assets of the
hotel as his 8 hours
own
e To know the
benefits of
equity
After Knowledge of: Hand outs and | Class room
completing this e Make maid 2 maid report and work
8. Maid report | unit student will report hours place
know how to e Make a lost
make a maid and found
report report
e Make a
maintenance
report
e Make a
housekeeper
report
Ability to: 10
Make these repots hours
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Close
down the
shiftin a
systematic
profession
al manner

After
completing this
unit student will
know how to
close down the
shift

Knowledge of:
e Empty rubbish
bags and linen
bags
e Strip trolley
shelves and
damp wipe
e Restock as
required
e Empty vacuum
bags and
replace, clean
and store
neatly
e Remove fluff
from brushes;
wash in warm
neutral
detergent and
rinse. Store
upside down
Toilet brushes
Mops
Mop buckets
Pantry

o Keys
Ability to:
Close down properly

hours

10
hours

Hand outs and
housekeeping

equipment and
supplies

Class room
and work
place
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2. Assessment Template

Module 1 (hame) personal hygiene , work hygiene and grooming skill

Learning Units | Theory Workplace | Recommended | Recommended | Scheduled
Days/hou | Days/hours | formative Methodology Dates
rs assessment

® Clean of e Explain | MCQs

body personal | Short questions
® Uniform and hygiene | Direct
shoes e Whatis | observation
® Hair, nalil, courtesy
shave etc. and
® Gesture and manner
posture.
® Courtesy
and
manners
® Personal
ethics

Module 2 (hame) health and safety standard

Learning Units Theory Workplace | Recommended | Recommended | Scheduled

Days/ho | Days/hours | formative Methodology Dates
urs assessment
® \Work place e Handle | observation
safety house
® Personal keeping
safety equipme
® Causes of nt and
accidents deterge
® Guest safety nts
® Lifting heavy
objects
® Disposing of
garbage.
® Handling
equipment
Handling

detergent agents.
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Module 3 (name) Clean of public area front of the house)

Learning Units

Theory
Days/h
ours

Workplace
Days/hours

Recommended
formative
assessment

Recommended
Methodology

Scheduled
Dates

Clean lobby
area
Lounges
Restaurant
S

Bars
Banquet
rooms
Conference
and
meeting
rooms

Lifts
Corridors
Stairs
Cloakrooms
Irest
rooms/toilet
S

Empty
ashtrays
and waste
bins

Clean glass
Collect
Clean tools
and Clean
agents
Clean tools
after use
Clean
restaurants
Clean
offices
Clean
business
centers

Store Clean
tools and
material

e Vacuum

e Dust of
furniture

e Mop floor

Observation
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Module 4 (name) Clean public area (back of the house)

Learning Units | Theory | Workplace | Recommended Recommended | Scheduled
Days/h | Days/hours | formative Methodology Dates
ours assessment

® Clean e Clean Observation

basement offices MCQs
® Clean e Describe
lockers work order
rooms procedure
® Clean office
at back of
the houses
® Clean
kitchens
and bakery
® Clean
stores

Module 5 (name) set up and preparing for work

Learning Units | Theory | Workplace | Recommended Recommended | Scheduled
Days/h | Days/hours | formative Methodology Dates
ours assessment

® Settingup a e Identify Observation

trolley house
® |dentifying supplies

guest room e Setup

supplies trolley
® Handling

trolley at

the floor.

Collect required
electrical and
non electrical
equipment
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Module 6 (hame) servicing of a check out room, occupied room, vacant room and evening turn
down service

Learning Units | Theory | Workplace | Recommended Recommended | Scheduled
Days/h | Days/hours | formative Methodology Dates
ours assessment

® Terms used e Make a bed | Observation
in house e Adjust
keeping electric

® Entry appliances

procedure e Clean toilet
® Check lost

and found
items

® Sequence
and
procedures

® Stripping
bed

® Bed making

® Routine
Clean

® Replenish
guest
supplies

® Check for
repair and
maintenanc
e

® Adjust
thermostat
of air
conditioner

® AdjustTV

® Vacuum
room

® Turn down
service

® Final look
and
maintaining
maid report.

® Types of
room
Washing
the
accessories

® C(Clean the
bath

® Clean and
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dry shower
head and
hose

® Clean walls
and door-
front and
back and
jambs

® Clean toilet

® Basin and
surrounding
S

® Replenish
supplies

Clean the floor

Module 7 (name) Perform communications

Learning Theory | Workplace | Recommended Recommended | Scheduled
Units Days/ho | Days/hours | formative Methodology Dates
urs assessment
® Oral e Make a Observations
communic message MCQs
ation. slip Short questions
® \Written e Whatis
communic body
ation. language
® Non verbal e Howto
communic communica
ation. te with
® Visual juniors
® Barriers to
communic
ation
® Body
language
® Active
listening
® Communic
ation with
customers
® Communic
ation with
co-workers
® Communic
ate with
juniors

Communicate
with
supervisors
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Module 8 (name) Professionalism and energy controls

Learning Theory Workplace Recommended Recommended | Scheduled
Units Days/ho | Days/hours | formative Methodology Dates
urs assessment
e indentify
_ areas of
e Introductio hotel
n of hotel - Observation
_  responsibili | MCQs
* Introductio ties of Answer and
n of qfflce house Questions
keeping keeping
e responsibil department
ities e procedure
and
controlling
of energy
e Maid e Setup
report maid report

¢ Maintenan
ce report

e Clean
and care
for
equipment
and trolley

e Servicing
pantry
area

e Close
down the
shiftin a
systematic
profession
al manner
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Module 2 (name)

Learning Theory Workplace | Recommended Recommended

Units

Days/hours | Days/hours | formative Methodology
assessment

Scheduled
Dates

Supportive notes

Assessment context
Critical aspects
Assessment condition

Resources required for assessment

List of Tools, Machinery & Equipment

Name of Trade Basic Housekeeping

Duration 6 Months

Name of Item/ Equipment / Tools

Qty.

Electrical

Vacuum cleaner

Shampooing machine

Scrubbing machine

Polishing machine

Buffing machine

Non-Electrical

Maid Box

Floor Trolley

House maid trolley

Public area trolley

S EsidiNd s

Linen Trolley
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4. List of Consumable Supplies

Name of Trade

Basic Housekeeping

Duration

6 Months

Scr)'. Name of Consumable Supplies
1. Guest Supplies
2. House Hold Supplies
3.
4.
5.
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