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I OR I.%voR

This niiriivtl i. one ot ,crics- if six dc,igned lot the f ment orientati.,n
nrogram at die doutc,.tcr Ii 10. VocaCk,nal-Technical School. Tii . school is a

shared-time facili.,v that ha, .,)ne groci, or tiicnt ru pproximately 3 hours in the
mornim2. and anothcr group tor appro\in.atel,. hours in th,.. afternoon. The
Employment- p-ogram o t,:ught in ;ix discrete units 'No that ad.litional
students IllaV be accommodated it vacan.:ics th,.' ve,u .

l'he six ar, is covered are:

Laundr.
Hospitality
Sewing
Basic Business

Beaut% Culture

At the end ol the Year. asessinents are Madc so that students can be
main,treamed into a regular prograin the following v-ar. "Iherefore our major goal is to
try CO mainstream each of the students in the Employment Orientation program into
regular vocational shop arcas. A secondary goal is to acquaint the students with specific
types of employment in a particular trade or industry, so that the choice of a vocational
.;liop may be based on the realities of the world of work as well as on the aptitudes of
the particular student.

All of the Special Ne,..ds students are classified by their district Child Study Team
and are screened for admission into the Emphivnient Orientation Program by the Special
Needs Department at Gloucester County Vocational-Technical School.

This curriculum project includes daily class lesson plans. consiAing of objectives,
subject matter covered, audiovisual aids,demonstrations, student activities, and ev.duation
suggestions. The teacher is urged to make handouts out of all the audiovisuals and charts.

SorliC of to hIStrUctimial material suggested may, of course. prove to be too
difficult for some of the students. The teacher must, as always, tailor the material to the
needs of the individual. Conversely, a large number of student activities have been
incorporated into the program for those students who may progress faster than others.

A math program accompanies these units to stress the necessity for a basic
understanding of practical math. For example, linear measurement is taught during the
sewing unit, and weights and measures is taught during the food.; unit.

In some areas, particularly Beauty Culture, the teacher will not expect complete
memorization of all details covered, but should stress that these arc included in thc
course content of a regular vocational course. The purpose is to give the studcnt a
realistic picture of what the regular course would be like and what would be expected if
that student chose that course to be mainstreamed into the rollowing school ycar.

Francinc Grubb
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()bjectics of the I iospitalitv Cnit

Lpon the complction ot this unit thc student will he abh. t():

1. Licntify .111,1 describc johs in the hottibinotel industry.

pcmonstratc how to properiv load a maid's cart.

Makc a room inspection and complete a damage report.

4. Pr,,perly clean A hotel or motel unit (bedroom and bath

L,,c ;I vacuum cleaner and replace I:he bag in a vacuum cleaner in He pro,i:.
Wanner.

6. Make a final inspection of the room and use the correct procedure in handling
counplaints.
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Lesson 1 The tiotel-Motel Business

Mjcitives

At the completion of. this .:esson the ,tudent will he able to:

Differentiate between jobs in the hotel-morel busii.,2ss.
Acr out the proper procedures tor applying for a job in the industry.
List the qualifications for a particular job in the industry.

Muth, d

A. Lecture dcussion

1. What is the hospitahty business?
2. What are the different jobs in the hospitality industrx
3. Focus on the job of the housekeeper.

tiow to report for work
a. Conditions of uniform
b. Personal appearmice

;. Importance of the work
6. Punctuality and check-in
7 paA.c_key responsibility

B. Audiovisual none

C. Demonstration
Role-playing sitwitions with students in:

a. Differelt jobs in the hospitality industry.
b. A pplv iiii for a particular job.

Teacher preparation

Gather lecture notes.

Student activities

A. Students will inake a list of the jobs in the industry.
B. Students will practice applying for a certain job in the hospitality business.

C. Students will list what they f,A the important qualifications for this work.

Evaluation

Teacher will evaluate what the students feel are important job qualifications.

8



Lesson 2

At the iondtp;Hn ,,t r

Myth,(.1

flow To Load a Maid's Car

1, lesson :he .;rudenr w II b.e able to:

Pr, Lily 1,,;1,1

Kcc-) A lkt &t supplic., needed to

A. Lecture

I . ading the maid's cart
t. The imnortancL of havin, things near at hand.
b. The importance of keeping track of your

2. Wild; should be in the maid's cart?
A. Buckets

11 .)etergents

c. Various cleaners
d. Dustcloths (trLatcd ,,nd nontreated)
c. S ip. oilet
I. Toilet bands and glass wrappers
g. Clean linen

B. Audiovisual

materials.

A.V. 2 What Should Be on the Maid's Cart?

C. lkinonstration

Students will role-play loading the maid's cart before entering a room.

Teacher preparation

A. Gather lecture notes
B. Get overhead projector and A.V. materials.
C. Get materials for student activity.

9



Student activities

A. Students will make a supply sheet and fill it out as it should be done.
B. Teacher will take thinv,s oil the maid's cart and the student will have N)

determine what is

C. Then student will fill out the supply sheet so that the inissim4 items will be
replaced.

Evaluation

Teacher will evaluate the three student a, to/ides listed above.

3
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1.i..011 3 Entering the Guest'S ROunt and

Making Entry Inspection

()bjectivc

At the c.:111-ite,i,11 thk !..c ,,tudent will be able to:

Properk enter a guest's room. following the general rules on room entry.
Make a rt :111 illtiFetii)n and complete a damage report to be given to the
111,01,1genten

Meth(R1

A. Lecture discussion

1. Door-lock indicators and "Do Not Disturb- signs.
2. General rules on room entry.

Knock on door
b. Guest in the room

3. Making entry inspection
4. (1'aecking equipmLmt and furniture for damage
5. Completing a damage report
6. What to do with articles left behind

B. Audiovisuais

1. Samples of- -Do Not Disturb- signs
2. A.V. 3 Sample of damage report or maintenance request

C. Demonstration

Completing a damage report

Teacher preparation

A. Gather lecture materials.
13. Get samples of -Do Not Disturb- signs and damage reports.
C. Collect materials for student activities.

4
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Student activities

A. Students will inake -Do Not Disturb" signs.
B. Students will complete damage reports in several different situations set up by

the teacher.

Students will be evaluated on how well they complete the damage reports. Were all
of the damages reported? Is the report neat and easy to read?
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At tik. the i-itudent will be able to:

M.11.1' a bcd prop...rlv and efficiently nul remove soiled linens.

MCI hod

A. Lucturc

. kellIOVC hed

2. I muw to replace pillowcase.

3. Gdlect sk)iled bathroom linen.
1. Place soi' I linen on cart.

Stcp-hy-st. p procedure for making bid

A.V. 6`,
6. Check tu ,,ec that the job was done right.

B. Audiuvkual

. A.V. 6 Making a Bed

.2. knO MI iliii 4,IkITI till' ill( ICCUpied Red

Dennanoration

Teacher \OH demonstrate the proper way to make the bed.

Tem her preparation

A. (;ather lecture notes
(;ct overhead projector, Rocom projector, amid A.V. materials.

C. Re sure ;ill materials for making the bed are in order.

Student .1( tivities

A. All students will make the bed in the proper manner, by following their
checklist of steps.

R. Stuckm will practice bedmaking to develop efficiency. Students will time

themselves until their time is improved,

kvaluation

A. Did student properly follow instruction sheet?
B. How much time was used to make the bed?
C. Were soiled linens disposed of properly?

9
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Lesson 7

Objectives

The Vacuum Cleaner and

Basic Dusting Procedures

At rne conclusion of this lesson the student will be able to:

empty the vacuutn cleaner.
Ilse the yacuum'cleaner on the p: I sc,ting ior the pile.

-Properly vacuum an area, being sur. ,v(:r c,v.y area in the room.
Demonstrate the proper technique (or ,!usiine.

rvictIlud

A. Lecture discussitm

1. Types of vacuum cleaners
1. Need for frequent cleaning of the machine
3. Emptying the vacuum cleaner when filled
4. How to vacuum carpeting
5. Checking the proper setting
6. Types of dusting equipment
7. Procedure for dusting a room

Audiovisuals

1. Overhead transpareticies from "How To Be a Housekeeping Aid-
2. Rococo film on Dusr Mopping

C. Iknionstration

1. Teacher will demonstrate the proper way of caring for the vacuum cleaner
and using the vacuum cleaner.

2. Teacher will demonstrate the proper techniques of dusting a room.

Teacher preparation

A. Gather lecture notis.
B. Get overhead projector, Rocom projector, and AN. materials.
C. Gather materials needed for demonstrations.

10
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SUIdent aCt 11",

A. Studenr; will properly empty and use the vacuum cleaner.
1. StLidenrs dynnmstrate propyr dusting tc,. Imiques.

Flvaluation

A. Student; will he evaluated on the use and care 4d. the vacuum cleaner.
B. Students will he evaluated on rule proper techniques of' dusting.

1 8



Lesson 8 Cleaning the Bedroom Area

Obje(itive

At the c()Inpleti(ol uf this less(m the student will be able to:

Properly clean a bedroom Wilt.

Method

A. Lecture discussion

1. Use prof)er pmeedure for entering the room.
2. Check the closet area.
.3. Make the bed first (or according to house rules).
4. Clean furniture and check drawers.
5. WaX and polish.
6. Vacuum floors (last)

R. Audiovisual

I. A.V. 8 How To Clean the Bedroom Unit
2. R)cum Film Patient Room Cleaning

(. 1)einonstiation

will demonstrate the proper procedure for cleaning the bedroom unit.

Teacher pry ,Adtion

A. 'Gather lecture notes.
B. Get overlii'i,1 projector. Rocom projector, and A.V. materials.

C. Be sure all equipment and materials are available for demonstration and student

activity.

Student activity

Each student will clean the bedroom unit, making sure to follow the instructions

given.

Evaluation

Studentf, will be evaluated by the teacher on how well they carry out their
cleaning of the bedroom unit.

12
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Lesson 9 Making a Final Inspection

nbjectives

At the conclusion of this lesson the sLident will be able to:

Make a final inspection of die room.
-Follow the correct procedure in handling complaints

Method

A. 1.ecture discussion

1. Review v(uir checklist before leaving." the room (A.V. 9)
2. Takc a last look.
3. Check heater or air-condition settin,
4. Turn off lights.
5. What to do about guest complaints.
6. Relations with guests.

B. Audiovisual

1. /kV. 9 Checkout Procedure

2. R(u:nni film Dismissal Cleaning

( . I )enitaistrat't 01

Teacher will demonstrate how to make a final inspection.

Teacher preparation

A. Gather lecture notes
B. Get overhead projector, Rocom projector, and A.V. materials.
C. Be sure all materials needed for demonstration and student activity are

toget her.

Student activities

A. Students will perform proper inspect n of a room.
B. Students will role.play relations with guests and handling of complaints.

Evaluation

Teacher will evaluate students un proper final-inspection procedures.

13
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Lesson 1 o Visitation of a Hotel-Motel Facility

Ob jecti Yes

Students will learn through this trip:

Procedures used at other hospitality c:!nters
Different jobs that are available in thc hospitality field.
job demands that would be made ,ipon them if they entered this field.

Me t hod

This would be the idea, time for students to visit a local hotel or motel. They
sl,uld have certain questions formulated before they leave. The teacher should,be
sure to point out what they should be looking for on this trip. For example,

What are the jobs at this motel or hotel?
What does each person do?
What products are used?
What things are done differently from the way we did them in class?
What would be different in a larger motel in a smaller motel? etc.

Upon returning to school, the teacher should review the questions that were to be
looked for and determine whether the trip was a success in that the questions were
all understood and answered by the students.

2 1
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WHAT SHOULD BE ON
THE MAID'S CART?

I. Buckets

2. Detergents

3. Toilet-bowl cleaner

4 Waxes and polishes

5. Glass cleaner

6. Dustcloths

7. Mop, broom, vacuum cleaner

8, Soap, toilet tissue, stationery

9, Toilet bands and glass wrappers

10. Clean linen

1 5
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MAINTENANCE

REQUEST

356943

BY

LOCATION

PROBLEM

DATE

ASSIGNED TO

DATE COMPL.

COMPLETED BY

REMARKS

TIME SPENT

MAINTENANCE

REQUEST

356944

BY

LOCATION

PROBLEM

DATE

ASSIGNED TO

DATE COMPL. TIME SPENT

COMPLETED BY

REMARKS

MAINTENANCE

REQULST

356945

BY

LOCATION

PROBLEM

DATE

ASSIGNED TO

DATE COMPL. TIME SPENT

COMPLETED BY

REMARKS

MAINTENANCE
REQUEST

356946

BY

LOCATION

PROBLEM

DATE

ASSIGNED TO

DATE COMPL.

COMPLETED BY

REMARKS

TIME SPENT

1 6
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CLEANING THE BATHROOM

I. Pick up towels and litter.

2. Clean shelving.

3. Clean mirror, soap dish, auu ylass rack.

4. Clean wash basin.

5. Clean tub and shower.

6. Clean wall tiles.

7. Clean shower curtain or shower door.

Clean toilet bowl and seat.

9, Check bathroom supplies.

10. Clean the floor.



MAKING a BED

Needed:

2 sheets
I blanket
I pi I lowcase

I. Turn the mattress and replace mattress pad.

2. Spread the foundation sheet on the bed.

3. Make four mitered corners and tuck in sides.

4. Put on top sheet, pulling it past the top of the bed. Miter the
corners at thP foot of the bed.

5. Put on blar.ket so it comes to the top of the bed. Miter the
corners at the foot of the bed.

6. Turn down the top part of the sheet over the blanket.

7. Put on pillowcase and place piHow on bed.

8. Put on bedspread and tuck it under the pillow.

I 8
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HOW LEAN THE BEDROOM UNIT

I. Bring all needed cleaning items either to door or into the
room.

2. Check closet area. Place garments on hangers and
straighten area.

3. Make the bed first (or according to house rules).

4. Clean and wax furniture. Be sure to check drawers for
stationery and advertisement articles.

5. Vacuum floors last.

AV- 8
19
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Checkout Procedure for Housekeepers

After guest ha, heck ti I out () t ,i Lout irootW, usc {itoccdurc.

A. Bring cart and supplio to the room.
Remove sheets from the hed and the towels (rom Ow h.ithroom Place them in the

cart.

B. Check tht: room for thinqs the guest might have forgotten.

C. Rernove trash from the room, including refuse in ash trays and wastobasket.

D. Clean the bathroom by:
(1) Dusting all surfaces.
(2) Washing and drying the mirror, wash basin, tub or shower, toilet, and the floor of

the room.
(3) Replenishing the bathroom with towels, soap, and tissue.

E. Make the bed. Be sure to miter corners (fold a certain way). Use as lew motions as
possible to make the bed. Make sure that the spread is smooth and free of wrinkles.

F. Clean the room by:
(1) Dusting all surfaces. Be sure to open each drawer and dust inside of the drawer as

well.
(2) Washing and drying any mirrors n tah'e tops.
(3) Vacuuming the carpet.

G. Before leaving, check:
(1) To see that the room is in propr order.

(2) To wake sure that all lights work (none should be burr ILO.
(3) To see that the room temperature controls are in their op.,r sett7- g.

(4) Turn off ll lights and lock the door.

20
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