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FOREWORL

b This manual v one ot o sertes of sin desiuned for che l:np]u}lhcnt Orientation
program at the Sloucester Connne Vocational-Technical - School. The school is 4
sharcd-time facilise thar has one grovp o stadents tor ‘nppx'u\inmtv]'\' 3 hours in the
morning and avother group for approsinatels 3 hoars i e atternoon. The
Einploviment Orication program by taughe i siv diserete units so that additional
studdents mav be accommodated 1t vacancies occur during the vear.

The sixoareas covered are:

Laundr
Hospit;llir\'
Sewing

Basic Business
I;()()Ll\

Beauty Culture

At the end of the vears assessments are made so that students can be
mainstreamed into a regular program the follewing year. Therefore our major goal is to
trv to nmuainstream cach of the students in the Employment Orientation program into
recular vocational shop arcas. A secondary goal is to acquaint the students with specific
tvpes of cmplovment ina particular trade or industry so thar the choice of a vocational
shop mav be based on che realities of the world of work as well as on the aptitudes of

' the particulor student.

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

This curriculumn project includes daily class lesson plans. consisting of objectives,
subject matter covered. audiovisual aids.demonstrations, student actwvitics, and eveluation

sugestions. The teacher is urged to make handouts out of all the audiovisuals and charts.

Some of the instructional material suggested mayv. of course. prove to he too
difficult tor some of the students. The teacher miust, 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 accompanics 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 foods unit.

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

Francine Grubb
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Objectives of the Hospitality Unie

Cpon rhe complerion of this unit the student will be able to:

Ldentity and deseribe jobs i the hotel-morel indusore,

1 M A
2. Dxemonstrate how to prupcr!\ ]n.\d d nl‘nd §ocart.

s

Make @ room inspection and complete a damage report.
40 Praperly clean a horel or morel unit {(bedroom and bath.

3. Uee a vacuumn cleaner and replace che bag in a vacuum cleaner in the progor

manner.

6. Make a final inspection ot the room and use the correet procedure in handling

complaints.

6
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Hospitality - A Sugeested Course ot Study. Vocational Technical Carriculum Laboratory
Rutgers The State University, New Branswick, N.J. 08903,
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Cincinnati Public Schools, 1973
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Bloomington. . 61701
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Nutlev. N.J. 07110

Transparencies
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Lesson 1 The Hotel-Motel Business

Objectives
At the completion of this fesson the audent will be able to:
Differentiate between jobs in the hotel-maotel busiiess.
Act out the proper procedures for applving for ajob in the industry.
List the qualifications for a parricular job in the indusery.
1\4(‘[!1(\\1

A. Lecture  discussion

1. What is the hospicality business?
| \

What are the different jobs in the hospitality industry?

19

3. Focus on the job of the housckeeper.
4. How to report for work
.. Conditions of uniform
b. Personal appearance
5. Importance of the work
6. Punctuality and check-in

7. Pass-kev responsibility
B. Audiovisual  none

C. Demonstration
Role-plaving situations with students in:
a. Different jobs in the hospirality industry.

b. Applving for a particular job.
Teacher preparation
Gather lecture notes.
Student activitics

A. Students will make 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 frcl the important qualifications for this work.

Evaluation

Teacher will evaluate what the students feel are important job qualifications.
1
ERIC ¢
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Lesson 2 How To Load a Maid's Cart

()l)iccri\'\‘\
At the condusion of this fesson the student will b able to:

Pre oty Toad womatd’s care.

Keep w list of supplices needed to retill che cart.

Mn'rilu(l
A, Luerure discussion

1. Loading the maid's cart
a. The importance of having things near at hand.
b. The importance of keeping track of vour matcerials.
2. Whar should be in the maid’'s care?
4. Buckers
b. Derergents
c. Various cleaners
d. Dusteloths {treated wnd nonereated)
e Soap. toiler tissue. srationery
f. T()i]L't bi”]d\ (lnd g]ilSS \\'l‘;lpPL'l‘S

o Clean linen
B. Audiovisual
AN, 2 Whar Should Be on the Maid's Care?
C. Demonstration
Students will role-plav Toading the maid’s care before entering a room.
Teacher preparation
A. Gather lecrure notes

B. Get overhead projector and AV, matcrials,

C. Get materials for student activity,

ERIC
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Student activitics

A. Students will make a supply sheet and Hill ic cut as i should be done.

B. Teacher will rake things off the maid's cart and the student will have ro
determine what is missing,.

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

replaced.
Evaluation

Teacher will evaluate the three student aczivities listed above.

10
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Lesson 3

—_—

ntering the Guest’s Room and
Making Entry Inspection

Ubjccti\'cs
At the conclusion of this tesson e student will be able ro:

Properhy enter 4 yuest's room, following the veneral rules on room entrv.
Make o reom inspection and complete a damage report to be viven to the

Malayemeint,
Mcthod
A, Lecture discussion

1. Doordock indicators and Do Not Disturb™ signs.
2. Generad rules on room entry. '

1. Knock on door

b. Guest in the room

3. Making entry inspection

4. Checking equipment and furniture for damage
3. Completing a damage report -

6. What to do wich articles lett behind
B. Audiovisuais

1. Samples of “Do Not Disturb™ signs

2. AV 3 Sample of damage report or maintenance request

C. Demonstration
Completing a damage report
Teacher preparation
A. Gather lecture marerials.

B. Ger samples of *Do Not Disturb™ signs and damage reports.

C. Colleet materials for student activitics.

11
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Student activitics

A. Students will make 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 near and casy to read?

o
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Lesson How To Begin Cleaning

( )l)_iu'l hes
At the completion of this lecaon the student will be able o

Demonstrate how to bevin Jdeanine aoraom,

Follow a busic pros cdure tor bringing in tresh <.u|x|)|im,
Methaod
AL Loatare divcusnion

Footaking mea tview™ of the room s whole
2 g articles of clothing
5o Chedk fon Iv;lltin”\' filled ‘\'yl.l';’.t".. ! aslitnay licrer, e,

1o Check the wupply it ahead of time to save steps Broms your maid™ care
B Auwdiovinoal  none
C. Demanatration

Stadents will role play enrenmg oo and hepinning to- ceans Tach aeadens

'V\I” ‘u”'nw l'u' ('ln'( HI.I of I”‘l("ll'lll"..
Teacher |nlt'|),n.|liun

A Gather lecture notee,

P e e l||,ll l” EARY ,|'|\' foor 4|t'l|1<m,u,lllull
Studont activities

Stacents will tabe e bemg sapervicor and bowehceper Sapervisor, will ks
toom Cready ™ for the honaebeeperand then the honseheeper will Tave 1o cnter
the toorm, I):""ill 4|t',|llill){. ated ke o ||‘.l of ||rr4|m| ety .‘m;u'nviuul WI”

4|('!t‘ll||i|l(' Iluw Wi ” |||(' 'Iull‘.t'Lu'Inl (|it|,

Lvalinatton

Tew her will overee the srudent actvity aed doternime how well e petvion
.ulnl ll')ll'.l'l'.('('l)l'l', I)I‘nyml III('II lu|("., "1'.(,, Imw wr” Wt bt s 1.1‘:'“ (,|||l|

‘,{i‘/l ny’ Wer it ey conreted |'lr:|)t'||v’

0

I3
Q
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losson A ('lc.min;v the Bathioom
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Student activities

Student. w il cach clean the batheoom m the proper manner. tollowing a cheek Tise

ot instructions, CSame instructions s on ALV, 9
Fvaluation

Teacher will evaluate cach student imli\'i«lu;n”y on how well shefhe foilows the

checking in deaning the bathraom. Was the job done properly?

o
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L, USSR O

Objective
At the condusion of this Tesson the student will be able to:
Make w bed properly and cfticiently and remove soiled lincus.
Method
A, Lecture  discussion

1. Remove linons from bed

(8%

How to replace Pi”()W(‘.‘lH(,‘.
3. Colleet soiled bathroom linen.
|

Place soit 1 linen on cort.

I

Step-by st p procedure for making bud
AV, 0

6. Cheek to see that the job was done righr.
B. Audiovisual

. AV. 6 Making a Bed
2. Rocom film Making the Unaoceupied Bed

¢, Demonstration
Teacher will demonstrate the proper way to make the bed.
Teacher prv]).n‘.nti(m

A. Gather lecture notes
B. Get overhead projector, Rocom projector, and ALV, materials.

C. Be sure all materials for making the bed are in order.
Srudent activities
A. Al students will make the bed in the proper manner. by following their

checklist of steps.

B. Students will practice bedmaking to develop efficiency. Stadents will time

themselves nntil their time is improved.

Evaluation

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
O
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Lesson 7 The Vacuum Cleaner and
Basic Dusting Procedures

Objectives
At the conclusion of this lesson the student will be able to:
Properly empty the vacuum cleaner,
1se the vacuumcleaner on the pi o secting 1or the pile.
Properly vacuum an arca, being sur. te ¢ wer cverv arca in the room.
Demonstrate the proper technique for Jusiing.
Mt't]l()(i

A. Lecture  discussion

Tvpes of vacuum cleaners

o —

. Need for frequent cleaning of the machine

[y

Finptying the vacuum cleaner when filled

4. How to vacuum cnrpcting

Ui

Checking the proper setting
6. Types of dusting cquipment

7. Procedure for dusting a room
8. Audiovisuals

1. Overhead transparencies from “How To Be a Housckeeping Aid”

2. Rocom film on Dust Mopping
C. Demonstration

1. Teacher will demonstrate the proper way of caring for the vacuum cleancr
and using the vacuum cleancer,

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

A. Gather lecture nots,
B. Get overhead projeetor, Rocom projector, and A.V. materials.

C. Gather materials needed for demonstrations.

10
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Stadent activities

A. Students will properly empry and use the vacuum cleaner.

B. Studenrs will demonstrare proper dusting techniques.

Eviluation

~

A. Stodents will be evaluated on rhe use and care of che vacuum cleaner.

B. Students will be evaluaced on che proper technigues of dusting,

18
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Lesson 8 Cleaning the Bedroom Arca

Objective
At the compledion of this lesson the student will be able to:
Properly clean a bedreom unit.
Method
A. Lecture  discussion
1. Use proper pmccdurc for entering the room.
2. Cheek the coset arca.

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

3}
4. Clean furniture and cheek drawers.

N

Wax and polish.
6. Vacuum floors (last)

B. Audiovisual

1ALV, 8 How To Clean the Bedroom Unit

2. Rocom Film Patient Room (?]u.’ming

C.. Demonstration
oo will demonstrate the proper procedure for cleaning the bedroom unit.
Teacher preycradon

A, Gather lecture notes.
B. Get overhond projector, Rocom projector, and ALV, 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

Students will be cvaluated 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 Inspcction

Objectives
At the conclusion of this lesson the s adent will be able to:

Make o final inspection of the room.

Follow the correct l)mculurc n h;m(l]ing comp];lints
Mctll()(l
A Lecture  discussion

Review vour checklist before leaving the room (ALV. 9)
Take o last look.,

Check heater or air-condition setting,

Turn off lights.

What to do about guest complaints.

to

— W

AN

6. Relations wich guests.
B. Audiovisual

1. A V.9  Checkour Procedure

2. Rocom film  Dismissal Cleaning
C. Demonstration
Teacher will demonstrate how to make a final inspection,
Teacher preparation

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

together.
Student activitics

A. Students will perform proper inspect' noof a room,

activity arc

B. Students will role-play relations with guests and handling of complaints.

Evaluation

Teacher will evaluate students on proper final-inspection procedures.

13
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Lesson 10 Visitation of a Hotel-Motel Facility

()bjcctivus
Students will learn through this trip:

-~ Procedures used at other hospitality canters
- Different jobs that are available in the hospitality ficld.

Job demands that would be made »wpon them if they entered this ficld.

Mecthod

This would be the idea. time for students to visit a local hotel or motel. They
should have certain guestions 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 cach 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? cre.

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 studenrs,

21
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WHAT SHOULD BE ON
THE MAID'S CART?

Buckets

Detergents

Toilet-bowl cleaner

Waxes and polishes

Glass cleaner

Dustcloths

Mop, broom, vacuum cleaner

Soap, toilet tissue, stationery

Toilet bands and glass wrappers

Clean linen

22
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MAINTENANCE

MAINTENANCE

REQUEST REQUEST
356943 356944
BY DATE BY DATE
LOCATION LOCATION
PROBLEM PROBLEM
ASSIGNED TO ASSIGNED TO
DATE COMPL.______ TIME SPENT DATE COMPL. ____ TIME SPENT
COMPLETED BY __ COMPLETED BY
REMARKS REMARKS
MAINTENANCE MAINTENANCE
REQUEST REQUEST
356945 356946
BY DATE __ _ BY DATE
LOCATION LOCATION
PROBLEM PROBLEM
ASSIGNED TO ASSIGNED TO
DATE COMPL._____ TIME SPENT DATE COMPL. TIME SPENT_____
COMPLETED BY COMPLETED BY
REMARKS REMARKS

16
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CLEANING THE BATHROOM

. Pick up towels and litter.
Clean shelving.

Clean mirror, soap dish, and glass rack.

2

3

4. Clean wash basin.
5. Clean tub and shower.

6.  Clean wall tiles.

7. Clean shower curtain or shower door.
8. Clean toilet bowl and seat.

9, Check bathroom supplies.

0.  Clean the floor.

24
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MAKING a BED

Needed:
2 sheets
| blanket
| pillowcase

Turn the mattress and replace mattress pad.
Spread the foundation sheet on the bed.

Make four mitered corners and tuck in sides.

e

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

5. Puton blarket 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 pillow on bed.

8. Puton bedspread and tuck it under the pillow.

AV 6
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HOW . _LEAN THE BEDROOM UNIT

. Bring all necded 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.

19
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Checkout Procedure for Housekeepers

After a quest ha: hecked out of 4 uiit froom, use the tollowimg procedure.

A

e ¢ O 22F
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Bring cart and supplies to the room.
Remove sheets from the hed and the towels from the bathroom. Place them i the
cart.

Check the room for things the quest might have forgotten.
Remove trash from the room, including refuse in ash travs and wastebasket.

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.

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

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 0 tabie tops.

(3) Vacuuming the carpet.

Before leaving, check: ;

(1) To see that the room is in prop.er order.

(2) To ake sure that all lights work {none should be burr  out).

(3) To see that the room temperature controls are in their ;- op.r setti~g.
{4) Turn off &l lights and lock the door.

AV-9
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