1-Assessment Evidence Guide 
	Qualification
	Diploma in Hotel Management (LEVEL-5)

	Competency Standard(s)
	1- Plan effectively the activities of housekeeping 
2- Maintain professionalism at workplace



2-Instruction Sheet for the Candidate 


	
Qualification
	
Diploma in Hotel Management (LEVEL-5)

	Competency Standard(s)
	1- Plan effectively the activities of housekeeping 
2- Maintain professionalism at workplace

	Purpose of Assessment 
	Formative


	Candidate Details 
	
Name________________________________________________________

Registration/Roll Number_____________________________________________

	Guidance for Candidate 
	To meet this standard you are required to complete the following within the given time frame (for practical demonstration & assessment):

1. Prepare weekly duty roaster for 25 employees in a round the clock operation   
2.
3.
4.


	Time: 45 Min
	During a practical assessment, under observation by an assessor, you are required to  

P1. Estimate the quantity of items required for housekeeping department of the entire hotel
P2. Ensure that the level of inventory never falls below the threshold level
P3. Ensure that the ordered quantities are received on time
P4. Set the frequency of housekeeping processes in the hotel
P5. Prepare the list of various housecleaning activities that must be carried out
P6. Estimate the amount of time it should take a housekeeping staff to carry out
P7. Identify the appropriate vendor to procure necessary items
P8. Estimate the quantity and amount of recyclable and non-recyclable items required by the department for a given period of time
P9. Select appropriate vendors to get best rates and good quality materials
P10. Prepare a budget for the entire department based on the quantity of products, amount of staffs in the department
P11. Ensure that the budget is correctly maintained for the various activities carried out
P12. Maintain a file of receipts of all the expense incurred for the department
P13. Ensure the budget is align with the organizational objective and target
P14. Set the performance standards for measuring effectiveness of other housekeeping staffs
P15. Cooperate and coordinate with all housekeeping employees
P16. Interact with employees and get their planned absence from the office for the week
P17. Prepare a weekly work schedule based on employees availability
P18. Intimate the employees about the schedule and ensure that it is accepted by all
P19. Coordinate with banquet department and fulfill housekeeping requirement for events
P20. Meet specific company dress code requirements
P21. Keep smiling and have positive body language during working hours








	Minimum Evidence Required
	





3-Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	Diploma in Hotel Management (LEVEL-5)

	Competency Standards
	Plan effectively the activities of housekeeping 

	
	Maintain professionalism at workplace

	Assessment Task
	Prepare weekly duty roaster for 12 employees in a round the clock operation   



I can……………….
	Performance Criteria
	Yes
	No

	1. Estimate the quantity of items required for housekeeping department of the entire hotel
	
	

	2. Ensure that the level of inventory never falls below the threshold level
	
	

	3. Ensure that the ordered quantities are received on time
	
	

	4. Set the frequency of housekeeping processes in the hotel   
	
	

	5. Prepare the list of various housecleaning activities that must be carried out
	
	

	6. Estimate the amount of time it should take a housekeeping staff to carry out
	
	

	7. Identify the appropriate vendor to procure necessary items
	
	

	8. Estimate the quantity and amount of recyclable and non-recyclable items required by the department for a given period of time
	
	

	9. Select appropriate vendors to get best rates and good quality materials
	
	

	10. Prepare a budget for the entire department based on the quantity of products, amount of staffs in the department
	
	

	11. Ensure that the budget is correctly maintained for the various activities carried out
	
	

	12. Maintain a file of receipts of all the expense incurred for the department
	
	

	13. Ensure the budget is align with the organizational objective and target
	
	

	14. Set the performance standards for measuring effectiveness of other housekeeping staffs
	
	

	15. Cooperate and coordinate with all housekeeping employees
	
	

	16. Interact with employees and get their planned absence from the office for the week
	
	

	17. Prepare a weekly work schedule based on employees availability
	
	

	18. Intimate the employees about the schedule and ensure that it is accepted by all
	
	

	19. Coordinate with banquet department and fulfill housekeeping requirement for events
	
	

	20. Meet specific company dress code requirements
	
	

	21. Keep smiling and have positive body language during working hours
	
	




Candidate’s Signature___________________		Assessor’s Signature_____________________
Date: ________________________________

















4-Assessors Judgment Guide 

	Qualification
	Hotel Management (LEVEL-5)

	Competency Standard(s)
	1- Plan effectively the activities of housekeeping 
2- Maintain professionalism at workplace

	Candidate Details 
	Name:______________________________________________________________________ 

Registration/Roll Number: ________________________ Signature: ____________________

	Assessment Outcome
	

COMPETENT                                                          NOT YET COMPETENT    

Name of the Assessor________________________ Assessor’s code:___________________

Signature:__________________________________





	Assessment Summary (to be filled by the assessor)

	Activity
	Method
	Result

	Nature of Activity 
	Written
	Oral
	Observation 
	Portfolio
	Role Play
	Competent
	Not Yet Competent

	Practical Skill Demonstration
	
	   
	
	
	
	
	

	Knowledge Assessment 
	
	
	
	
	
	
	

	Other Requirement
	
	
	
	
	
	
	





5-Observation Checklist
	Assessment Task 
	Prepare weekly duty roaster for 12 employees in a round the clock operation   

	During the practical assessment, candidate demonstrated the following:
	Yes
	No
	Remarks

	1. 
	Estimate the quantity of items required for housekeeping department of the entire hotel
	
	
	

	2. 
	Ensure that the level of inventory never falls below the threshold level
	
	
	

	3. 
	Ensure that the ordered quantities are received on time
	
	
	

	4. 
	Set the frequency of housekeeping processes in the hotel
	
	
	

	5. 
	Prepare the list of various housecleaning activities that must be carried out
	
	
	

	6. 
	Estimate the amount of time it should take a housekeeping staff to carry out
	
	
	

	7. 
	Identify the appropriate vendor to procure necessary items
	
	

	

	8. 
	Estimate the quantity and amount of recyclable and non-recyclable items required by the department for a given period of time
	
	
	

	9. 
	Select appropriate vendors to get best rates and good quality materials
	
	
	

	10. 
	Prepare a budget for the entire department based on the quantity of products, amount of staffs in the department
	
	
	

	11. 
	Ensure that the budget is correctly maintained for the various activities carried out
	
	
	

	12. 
	Maintain a file of receipts of all the expense incurred for the department
	
	
	

	13. 
	Ensure the budget is align with the organizational objective and target
	
	
	

	14. 
	Set the performance standards for measuring effectiveness of other housekeeping staffs
	
	
	

	15. 
	Cooperate and coordinate with all housekeeping employees
	
	
	

	16. 
	Interact with employees and get their planned absence from the office for the week
	
	
	

	17. 
	Prepare a weekly work schedule based on employees availability
	
	
	

	18. 
	Intimate the employees about the schedule and ensure that it is accepted by all
	
	
	

	19. 
	Coordinate with banquet department and fulfill housekeeping requirement for events
	
	
	

	20. 
	Meet specific company dress code requirements
	
	
	

	
	
	
	
	

	Competent 
	Not Yet Competent 


6-Knowledge Assessment
	Qualification
	Hotel Management (LEVEL-5)

	Competency Standard(s)
	1- Plan effectively the activities of housekeeping 
2- Maintain professionalism at workplace

	Candidate Details 
	Name:_______________________________________________________________________ 

Registration/Roll Number: __________________   Candidate Signature:__________________

	Assessment Outcome
	

COMPETENT                                                          NOT YET COMPETENT    

Name of the Assessor:__________________________ Assessor’s code:_________________

Signature of the Assessor:_______________________


Candidate’s response is not required to be identical, but similar concepts and/or keywords must be used. Oral questioning may be used to clarify candidate understanding of topic and its application.


	Questions (Candidate confidently answered questions correctly and demonstrated understanding of the topics and their application)
	Satisfactory
	Not Satisfactory

	1. 
	Why segregation of recyclable and non-recyclable items is important?  
	
	

	2. 
	Candidate’s response 
	
	

	3. 
	Explain how we can earn revenues in housekeeping.  
	
	

	4. 
	Candidate’s response
	
	

	5. 
	
	
	

	6. 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	

	11. 
	
	
	

	12. 
	
	
	

	13. 
	
	
	

	14. 
	
	
	

	15. 
	
	
	

	16. 
	
	
	

	17. 
	
	
	

	18. 
	
	
	

	19. 
	
	
	

	20. 
	
	
	



	Feedback to the Candidate

	

	

	

	

	

	

Candidate’s Signature________________________ Assessor’s Signature _________________________
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