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1. [bookmark: _Toc65620140]Introduction

The culinary arts is a profession that is increasingly getting attention in Pakistan, not only among the youth seeking to enter the industry but also among adults who wish to polish their skills to develop a career out of it. The influx of food-based TV channels, MasterChef and the increasing demand for home catering has been a pivotal reason for home-based cooks to hone their natural skills and to develop a professional career out of something that they are passionate about.
It can’t be surprising that the number of Pakistani eating at home is declining. We’ve been eating out more frequently, reducing the amount of meals we’ve been cooking at home. Calories consumed fast food and restaurant has grown to be a bigger part of the calorie pie, while the percentage of calories from meals cooked at home has decreased. They also have more fiber, calcium, and iron compared to food that’s prepared away from home. Increased cooking has also been linked to more consumption of fruits, veggies, and whole grains. The study also showed that those who ate more frequently at home also ate fewer calories when they did choose to eat out.
The shift in eating away from home therefore also means a shift in the consumption of unhealthier foods. Preparing food at home could help with chronic disease prevention such as heart disease, diabetes, strokes, and gastrointestinal cancers. “Eating at home” sounds like it would be the simple answer to chronic disease. However, many studies found that just because people are eating at home, doesn’t mean they’re cooking or preparing food at home. In fact, almost most half of all fast food eaten by children aged 2 to 18 years old in 2006 was consumed at home.   
Similarly, another study found that although people were eating more food out and fewer people are cooking at home, home food supply has remained the top source of energy. This could be for several reasons, one of which could be that more people are relying upon ready-to-eat foods that require no preparation. These foods, though they are consumed at home, don’t count as ‘home cooked.’. Food in this category can range from individual fruits, like apples and bananas, to chips and snacks, to microwavable meals from the freezer section of your grocery store.
The food prepared away from home, but consumed at home, has been associated with increased calorie intake, decreased nutritional quality and weight gain like their restaurant counter parts.  It seems like cooking at home is an easy choice: be healthier and save money. But this might not even be enough incentive. Even during the recession, Pakistanis continued their ‘pre-crisis’ diet at restaurants and fast-food chains. Despite rising costs and decreased employment, dining out continued to be a staple in Pakistani culture.
It may also be that food simply tastes better when it’s been prepared away from home. And this isn’t a new problem. Pakistanis have always had trouble making healthy food taste good on their own. In the Journal of the Pakistani Medical Association in 1913, researchers noted that “vegetables are frequently boiled in a way in which deprives them of their characteristic odor and their tooth sameness.” The journal continues by saying that “villainous and idiotic” are the only adjectives that can describe our methods of cooking vegetables.
Despite the fact that eating home cooked meals is healthier and can prevent chronic illnesses, we a) simply don’t it and/or b) we don’t know how.
There are institutes offering internationally recognized certification in the country, one'll find three culinary institutes offering programs for both culinary arts and hospitality management. The most well-known is PITHM (Pakistan Institute of Tourism & Hospitality Management), mostly on account of the fact that it is the oldest, having started in 1967.
The second is COTHM (College of Tourism & Hotel Management) which started its Karachi chapter in Jan 2013. The newest institute catering to the area is NICAHM or the National Institute of Culinary Arts & Hotel Management. In government sector TEVTAs and NAVTTC play important role in cooking, Culinary art industry.
GDP in 2017 and is forecast to rise by 5.9% in 2018, and to rise by 5.8% pa, from 2018-2028, to PKR1,727.7bn (USD16,391.9mn), 3.0% of total GDP in 2028. Travel & Tourism is an important economic activity in most countries around the world.
SBP predicts 4.7 to 5.2pc GDP growth for year 2018-19. State Bank of Pakistan (SBP) has projected real GDP growth between 4.7 percent and 5.2 percent for fiscal year 2018/2019 against the target of 6.2 percent due to slower growth in both industrial and agriculture sectors.
The Pakistan food system is widely recognized to have direct and indirect effects on the environment. The degree to which each sector of the food system affects the environment depends on a variety of natural and human-driven processes. For example, increased use of mineral fertilizers is responsible for much of the growth in productivity in Pakistan agriculture over the past 50 years, but it also has led to negative impacts on the environment, such as greater greenhouse gas (GHG) emissions and deterioration of water quality. GHG emissions also can result from the burning of fossil fuels in the food manufacturing process and during food distribution.
The impact of contaminated surface or groundwater from excessive nitrogen fertilizer applications, in both inorganic and organic forms, may affect a local community over a short period of time, or decades later, sometimes miles from the initial nutrient inputs. The impact within a community also may be disparate, as disadvantaged portions of the community may not have the resources to ensure a safe drinking water source. 
 Needs of intervention
Community-based interventions aiming to improve cooking skills are a popular strategy to promote healthy eating. We reviewed current evidence on the effectiveness of these interventions on different confidence aspects and fruit and vegetable intake. Evaluation of cooking programs consistently report increased confidence in cooking skills in adults across different age groups and settings. The effectiveness of these programs on modifying eating behavior is less consistent, but small increases in self-reported consumption of fruit and vegetables are also described. Lack of large samples, randomization and control groups and long-term evaluation are methodological limitations of the evidence reviewed.
Cooking skill interventions can have a positive effect on food literacy, particularly in improving confidence on cooking and fruit and vegetable consumption, with vulnerable, low-socio economic groups gaining more benefits. Consistency across study designs, delivery and evaluation of outcomes both at short and long terms are warranted to draw clearer conclusions on how cooking programs are contributing to improve diet and health.
The teaching of cooking is an important aspect of school-based efforts to promote healthy diets among children, and is frequently done by external agencies. Within a limited evidence base relating to cooking interventions in schools, there are important questions about how interventions are integrated within school settings. The purpose of this paper is to examine how a mobile classroom (Cooking Bus) sought to strengthen connections between schools and cooking, and drawing on the concept of the sociotechnical network, theories the interactions between the Bus and school contexts.
The Cooking Bus forged connections with schools through aligning intervention and schools’ goals, focusing on pupils’ cooking skills, training teachers and contributing to schools’ existing cooking-related activities. The Bus expanded its sociotechnical network through post-visit integration of cooking activities within schools, particularly teachers’ use of intervention cooking kits.
Poor diet is a major risk factor linked to obesity and other comorbidities. Low education attainment, low income and high socioeconomic deprivation are main factors associated with poor diet These factors tend to increase the likelihood of inadequate food access, low food and nutrition literacy and lack of practical cooking skills in economically deprived households. Currently, there is growing evidence linking home cooking with healthier dietary choices, particularly for higher intakes of fruits, vegetables, and whole grains; whilst eating outside the home has been associated with an increased consumption of ready-to-eat meals and calorie-dense convenient foods. Considering that ‘not knowing how to cook’ stands as barrier to healthful food preparation, the delivery of community cooking skill programs has gained attention in public health agendas as a vehicle to improve and promote confidence, well-being, and enhance meal quality and preparation practices. These programs have increased and continue to increase in popularity because they offer a valuable channel to engage with vulnerable groups via inclusive social activities, whilst positively impacting their dietary profiles and health outcomes.
The term ‘cooking skills’, within public health nutrition, has been generally used to portray a combination of mechanistic and physical skills that are applied during home food preparation, such as ‘chopping vegetables’, ‘stir-frying’, or ‘cooking rice’.
If You don’t have to go to cooking school to become a better cook. There are lots of easy, small things you can do every time you cook to get better, more professional results. Here are our top 10 tips for improving your cooking, choke up on your chef’s knife, start with the best ingredients, use your hands, switch to kosher or sea salt, and don’t be stingy with it, don’t crowd the pan when sautéing, reduce liquids to concentrate flavor, bake pie and tart crusts longer than you think you should, let roasted meats rest before carving, Add a final splash of acid (vinegar or citrus juice, Trust doneness tests over the timer’s buzzer.
2. [bookmark: _Toc479859626][bookmark: _Toc65620141]Purpose of the Qualification

Based upon this demand of industry these competency‐based qualifications for Culinary art and chef are developed under National Vocational Qualification Framework (Level 2 to 5). The qualifications mainly cover competencies along with related knowledge and professional attitude which is essential for getting a job or self-employed.

The qualifications are also in line with the vision of Pakistan’s National Skills Strategy (NSS), National TVET Policy and National Vocational Qualification Framework (NVQF). This provides policy directions, support and an enabling environment to the public and private sectors to impart training for skills development to enhance social and economic profile. The National Vocational & Technical Training Commission (NAVTTC) has approved the Qualification Development Committee (QDC) for Textile Chefs Technology.The QDC consists experts from the relevant industries from different geographical locations across Pakistan and academicians who were consulted during the development process to ensure input and ownership of all the stakeholders. The National Competency Standards could be used as a referral document for the development of curricula to be used by training institutions. 
The purpose of the training is to provide skilled manpower to improve the quality of value-added products of Textile Chefs sector. This training will provide the basic skills to the trainees in the field of Professional Chef and convert it into value added product which is acceptable by International market reducing the line losses and fit-in a skilled graduate into National Vocational Qualification Framework for his / her vertical career progression and qualification equivalencies at par with acceptable international standards. 

3. [bookmark: _Toc65620142]Core Competencies of the Qualification

The Professional Chef qualifications level 5 consists of 40% Theory and 60% Practical. The competency standard of the qualification are as follows:


	S#
	Competency Standards
	NVQF Level
	Category
	Cr.Hr

	1
	Work with Colleagues and Customers
	5
	Generic
	4.2

	2
	Complete Kitchen Shift Effectively.
	5
	Functional
	5.4

	3
	Develop Professionalism-2 
	5
	Generic
	3

	4
	Handle and Serve Cheese.
	5
	Technical
	5.5

	5
	Develop Advance Skills in Food Preparation and Cooking.
	5
	Technical
	6

	6
	Plan and Control Menu-Based Catering.
	5
	Technical
	4.7

	7
	Maintain professional kitchen standards for food preparation and cooking throughout the shift.
	5
	Functional
	6.8

	8
	Manage Comments and Complaints Relating to Food Production.
	5
	Functional
	5.6

	9
	Organize Bulk Cooking Operations and Food Service Operations.
	5
	Functional
	4.7

	10
	Develop Entrepreneurial Skills.
	5
	Generic
	5.6

	11
	Monitor Duties and Activities of the Kitchen Team.
	5
	Functional
	8.5

	12
	Co-Ordinate the Operation of the Food Preparation and Cooking Area.
	5
	Functional
	8

	13
	Monitor Supplies for Kitchen Operations.
	5
	Functional
	2.8

	14
	Monitor, Control Kitchen Costs, Waste and perform Auditing
	5
	Functional
	7.4

	15
	Plan and Prepare Food for Buffets.
	5
	Technical
	4

	16
	Establish and Maintain Quality Control and Develop Food Safety Plan.
	5
	Functional
	7.4

	17
	Operate a Fast-Food Outlet.
	5
	Technical
	13.2

	18
	Plan Catering Control Principles, And Monitor Revenue and Costs.
	5
	Functional
	5.4

	19
	Work in A Socially Diverse Environment
	5
	Generic
	2.8

	20
	Plan and Organize Work 
	5
	Generic
	7.3

	21
	Healthy Meal and Nutrition
	5
	Functional
	1.7



4. [bookmark: _Toc479859627][bookmark: _Toc65620143]Date of Validation

The level 5 of National qualification on Professional Chef has been validated by the Qualifications Development Committee (QDC) members on 20-22 May, 2019 and will remain in currency until 19 May, 2029
5. [bookmark: _Toc65620144]Date of Review

The level 5 of National qualification on Professional Chef has been validated by the Qualifications Development Committee (QDC) members on 20-22 May, 2019 and shall be reviewed after 3 years.
6. [bookmark: _Toc479859628][bookmark: _Toc65620145]Codes of Qualifications

The International Standard Classification of Education (ISCED) is a framework for assembling, compiling and analyzing cross-nationally comparable statistics on education and training. ISCED codes for these qualifications are assigned as follows:
	ISCED Classification for Professional Chef Technician level 5

	Code
	Description

	1013-HRC-1
	National Certificate of level-2, in Professional Chef (Commie)

	1013-HRC-2
	National Certificate of level-3, in Professional Chef (Demi Chef)

	1013-HRC-3
	National Certificate of level-4 (Part-I) in Professional Chef (Demi Chef de partie)

	1013-HRC-4
	National Certificate of level-4 (Part-II) in Professional Chef (Chef de partie)

	1013-HRC-5
	National Certificate of level-5, in Professional Chef (Sous Chef)



7. [bookmark: _Toc479859630][bookmark: _Toc65620146]Members of Qualifications Development Committee 
	
The following members participated in the qualification’s development and validation of these qualifications:
	S#
	Name
	Designation
	Organization

	1
	Ms. Maria Saeed
	Instructor Food & Nutrition
	ITHM College Faisalabad

	2
	Mr. Sajid Butt
	Executive Chef
	Roof Top Restaurant Faisalabad

	3
	Mr. Sarfraz 
	Executive Sous Chef
	Best western Hotel

	4
	Mr. Samar Nisar
	Duty Manager
	Hotel One

	5
	Mr. Tajwer Bashir Herl
	RDM
	Garvaish Hotel Faisalabad

	6
	Mr. Faisal Khalil
	General Manager
	Chunk n Cheese Restaurant

	7
	Mr. Hammad Anjum
	Marketing Manager
	Serena Hotel

	8
	Ms. Sadia Afzal
	Executive Chef
	Tasty Bites Faisalabad

	9
	Mr. Mushtaq Ahmad
	Executive Sous Chef
	Avari Xpress Hotel

	10
	Mr. Muhammad Azhar Shehbaz
	Executive Sous Chef
	KFC Faisalabad

	11
	Mr. Muhammad Faheem Anjum
	DACUM Facilitator
	P-TEVTA

	12
	Ifza Nawaz
	Coordinator 
	NAVTTC Islamabad



8. [bookmark: _Toc65620147]Members of Qualification Validation Committee 

	S#
	Name
	Designation
	Organization

	1
	Ms. Maria Saeed
	Instructor Food & Nutrition
	Representative from Academia ITHM
 College Faisalabad

	2
	Mr. Tajwer Bashir Herl
	RDM
	Representative from Industry Garvaish Hotel Faisalabad

	3
	Ms. Fatima Iqbal
	Research Officer 
	Representative from Punjab Board Of Technical Education Lahore

	4
	Ms. Zunaira Nouman
	Program Manager Hashoo Foundation
	Representative from Sector Skill Council

	5
	Ms. Mehwish Gull
	Instructor
	Representative from KPK-TEVTA


	6
	Mr. Muhammad Faheem Anjum
	DACUM Facilitator
	P-TEVTA

	7
	Eviza Lawrence
	Coordinator 
	NAVTTC Islamabad



9. [bookmark: _Toc65620148]Members of Review & Assessment Pack Development Committee 
	
The following members participated in the review & assessment pack development of these qualifications:
	S#
	Name
	Designation
	Organization

	1
	Dr. Syed Iftikhar Hussain Shah
	Principal
DACUM Expert
	Govt. College of Technology, Faisalabad

	2
	Mr. Kanwar Hanan
	Hospitality Consultant
	Self Employed

	3
	Mr. Sikandar Masood 
	Director
	NAVTTC

	4
	Mr. Shah ur Rehman Qureshi
	Director Operations
	UR’s Pvt Ltd.

	5
	Ms. Mariyam Zahid
	Trainer Culinary Arts
	HASHOO Hunar Lahore

	6
	Mr. Muhammad Umar Farooq 
	Instructor
	GCT Rawalpindi

	7
	Mr. Tajwer Bashir Herl
	Room Division Manager
	Garvaish Luxury Hotel

	8
	Mr. Ali Anwaar 
	HOD Short Courses
	Govt. College of Technology, Faisalabad

	9
	Mr. Saleem Ilyas
	Instructor (Food Technology)
	Govt. College of Technology, Faisalabad

	10
	Mr. Mujahid Hussain 
	Training Officer(QA)
	Hashoo Foundation, Islamabad

	11
	Ms. Syeda Fatima Iqbal
	System Analyst
	PBTE,Lahore

	12
	Ms. Maria Saeed
	HOD (Food & Nutrition)
	ITHM, Faisalabad

	13
	Muslim Farooq
	DACUM Co Facilitator
	TDCP, Lahore

	14
	Engr. Aijaz Ahmed Zia
	DACUM Facilitator
	INTECH process Automation


	


10. [bookmark: _Toc479859629][bookmark: _Toc65620150][bookmark: _Toc479859631]Entry Requirements

[bookmark: _Toc498349742][bookmark: _Toc498517879][bookmark: _Toc501024847][bookmark: _Toc501030847][bookmark: _Toc519761910]The entry for D.A. E National Diploma level 5, in Professional Chef Technology are 
1. A person having National Vocational Certificate level 4, in Professional Chef Technology.

11. [bookmark: _Toc65620151]Categorization and Levelling of the Competency Standards

[bookmark: _Hlk65621389]
5th Semester National Diploma of level-5 (Part-I) in Professional Chef (Executive Chef)

	Sr No
	Competency Standards
	NVQF Level
	Category
	Contact Hours
	Cr. Hr

	
	
	
	
	Th
	Pr
	Total
	

	1
	Work with Colleagues and Customers
	5
	Generic
	9
	12
	21
	2.1

	2
	Complete Kitchen Shift Effectively.
	5
	Functional
	9
	24
	33
	3.3

	3
	Develop Professionalism-2 
	5
	Generic
	36
	39
	75
	7.5

	4
	Handle and Serve Cheese.
	5
	Technical
	22
	30
	52
	5.2

	5
	Develop Advance Skills in Food Preparation and Cooking.
	5
	Technical
	24
	36
	60
	6

	6
	Plan and Control Menu-Based Catering.
	5
	Technical
	20
	27
	47
	4.7

	7
	Maintain professional kitchen standards for food preparation and cooking throughout the shift.
	5
	Functional
	20
	48
	68
	6.8

	8
	Manage Comments and Complaints Relating to Food Production.
	5
	Functional
	20
	36
	56
	5.6

	9
	Organize Bulk Cooking Operations and Food Service Operations.
	5
	Functional
	20
	27
	47
	4.7

	10
	Develop Entrepreneurial Skills.
	5
	Generic
	20
	36
	56
	5.6

	11
	Monitor Duties and Activities of the Kitchen Team.
	5
	Functional
	40
	45
	85
	8.5

	 Total
	240
	360
	600
	60



6th Semester National Diploma of level-5 (Part-II) in Professional Chef (Executive Chef)

	Sr No
	Competency Standards
	NVQF Level
	Category
	Contact Hours
	Cr. Hr

	
	
	
	
	Th
	Pr
	Total
	

	12
	Co-Ordinate the Operation of the Food Preparation and Cooking Area.
	5
	Functional
	29
	51
	80
	8

	13
	Monitor Supplies for Kitchen Operations.
	5
	Functional
	10
	18
	28
	2.8

	14
	Monitor, Control Kitchen Costs, Waste and perform Auditing
	5
	Functional
	29
	45
	74
	7.4

	15
	Plan and Prepare Food for Buffets.
	5
	Technical
	10
	30
	40
	4

	16
	Establish and Maintain Quality Control and Develop Food Safety Plan.
	5
	Functional
	29
	45
	74
	7.4

	17
	Operate a Fast-Food Outlet.
	5
	Technical
	48
	84
	132
	13.2

	18
	Plan Catering Control Principles, And Monitor Revenue and Costs.
	5
	Functional
	18
	36
	54
	5.4

	19
	Work in A Socially Diverse Environment
	5
	Generic
	10
	18
	28
	2.8

	20
	Plan and Organize Work 
	5
	Generic
	40
	33
	73
	7.3

	21
	Healthy Meal and Nutrition
	5
	Functional
	17
	0
	17
	1.7

	 Total
	240
	360
	600
	60

	 Grand Total of Level-5
	480
	720
	1200
	120

	Grand Total from Level-2 To Level-5
	960
	2640
	3600
	360





12. [bookmark: _Toc65620152][bookmark: _Toc479859634]Detail of Competency Standards 

A. [bookmark: _Hlk65589532][bookmark: _Toc65620153] National Diploma Level-5 (Executive Chef) (1st Semester)


[bookmark: _Toc9492216][bookmark: _Toc65620211]1013-HRC-54 Work with Colleagues and Customers

Overview: 
This Competency standard deals with the skills and knowledge to the interpersonal, communication and customer service skills required by all people working in the tourism and hospitality industries

	Competency Unit
	Performance Criteria

	CU1:
Communicate in the workplace

	P1. Communications with customers and colleagues are conducted in an open, professional and friendly manner.
P2. Appropriate language and tone is used.
P3. Effect of personal body language is considered.
P4. Active listening and questioning are used to ensure effective two-way communication.

	CU2:
Provide assistance to internal and external customers

	P1. Customer needs and expectations, including those with specific needs, are correctly identified and appropriate products and services are provided.
P2. All communications with customers are friendly and courteous.
P3. All reasonable needs and requests of customers are met within acceptable organization timeframes.
P4. Customer dissatisfaction is promptly recognized and action taken to resolve the situation according to individual level of responsibility and organization procedures.
P5. Customer complaints are handled positively, sensitively and politely.
P6. Complaints are referred to the appropriate person for follow up in accordance with individual level of responsibility.

	CU3:
Maintain personal          presentation standards

	High standards of personal presentation are practiced with consideration of:
P1. work location
P2. health and safety issues
P3. impact on different types of customers
P4. specific presentation requirements for particular work functions

	CU4:
Work in a team
	P1. Work team goals are jointly identified.
P2. Individual tasks are identified, prioritized and completed within designated time frames.
P3. Assistance is sought from other team members when required
P4. Assistance is offered to colleagues to ensure designated work goals are met.
P5. Feedback and information from other team members is acknowledged.
P6. Changes to individual responsibilities are re- negotiated to meet reviewed work goals.
P7. Cultural differences within the team are accommodated.
P8. Trust, support and respect is shown to team members in day-to-day work activities.



Knowledge and Understanding 
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes
· Collecting, Organizing and Analyzing Information
· Communicating Ideas and Information
· Planning and Organizing Activities
· Working with Others and in Teams.
· Solving Problems

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Customer dissatisfaction is promptly recognized and action taken to resolve the situation according to individual level of responsibility and organization procedures.

Tools and Equipment
· Knowledge Based


[bookmark: _Toc9492228][bookmark: _Toc65620212]1013-HRC-55 Complete Kitchen Shift Effectively

Overview: 
The aim of this Competency Standard is to develop basic knowledge, skills and understanding to completing kitchen shift effectively.

	Competency Unit
	Performance Criteria

	CU1:
Clear kitchen work area of equipment and food products 
	P1 Select and use appropriate tools, specialist equipment and method for cleaning your work area 
 P2 Restore your work area to a safe and tidy condition 
 P3 Make sure that any food, tools and equipment that you may need for the next shift are set up ready for use 
 P4 Store all food, tools and equipment in line with organizational requirements 
 P5 Handle and dispose of waste materials appropriately according to organizational and legal requirements 
 P6 Report any problems associated with cleaning, storing or disposing of materials and equipment to the relevant person 

	CU2:
Ensure that all kitchen equipment and surfaces are cleaned and sanitized
	P2 Pre-soak any equipment, tools and utensils as required to free food particles and grease 
 P3 Use appropriate equipment, products and methods to clean and sanitize equipment and surfaces 
 P4 Ensure that equipment and products used for cleaning are in good condition and changed when required 
 P5 Store equipment and products for cleaning and sanitizing equipment and surfaces after use according to organizational requirements 
 P6 Report to supervisor any problems with cleaning, equipment or products 

	CU3:
Ensure all surplus food, equipment and materials are returned from the kitchen to the appropriate department 
	P1 Identify and return unused food items to the kitchen or to the concerned department 
 P2 Identify and return equipment and materials to the appropriate store 
 P3 Maintain proper log books or records of returned items 
 P4 Advise supervisor of any problems with returning surplus food, equipment and material to the appropriate department

	CU4:
Hand over to next kitchen shift if appropriate
	P1 Ensure that work area is fully maintained ready for next shift 
 P2 Ensure that next shift is prepared and ready for handover 
 P3 Notify next shift of any special requirements, events, requests or comments relating to guests in order to maintain customer service 
 P4 Notify next shift of any problems with the service, equipment or products 
 P5 Complete any logbook entries as required by organization 
 P6 Leave work area promptly and courteously



Knowledge and Understanding 
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes
K1 Brief standards of cleanliness and tidiness are expected when clearing the work area 
K2 Brief cleaning equipment to use for different tools and equipment 
K3 Brief the methods and procedures are for safe storage of food, tools and equipment 
K4 Brief the organization’s procedures are for dealing with and disposing of waste material 
K5 Types of waste material generated in the work area 
K6 Brief personal protective clothing is required and Explain to use it
K2 The process for recording returns of surplus food, equipment and material to the appropriate department 
K3 Must understand the disciplinary actions against any violation of the rule
K3 Explain to notify next shift of any problems with the service, equipment or products 
K4 Explain to make appropriate entries in logbooks
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Use appropriate equipment, products and methods to clean and sanitize equipment and surfaces
Tools and Equipment
· Hood
· Shelves 
· Garbage Trolley
[bookmark: _Toc9492229][bookmark: _Toc65620213]1013-HRC-56 Develop Professionalism (Level 5)

Overview: This competency standard covers the skills and knowledge required to Demonstrate work ethic, Aware of factors affecting personal health, Resolve problems or disagreements with others, participate in professional development, Work with others, Work independently, Speak and listen effectively, interpret documentation, communicate using signals, and communicate Using electronic equipment.
	Competency unit
	Performance Criteria

	CU1. Resolve work related problems or disagreements  
	P1. Identify work related issues.
P2. Identify causes.
P3. Raise the issue with appropriate authority/Communicate effectively.
P4. Adopt peaceful approach
P5. Regulate cause of problem or disagreement
P6. Get the work-related issues resolved.

	CU2. Participate in professional development 
	P1. Assess own knowledge and skills
P2. Acquire information about training opportunities
P3. Adopt to Learn through various methods, such as on job training, reading, courses and co-workers

	CU3. Work independently 
	P1. Confirm and clarify assignment
P2. Take initiative, anticipate and prepare for next steps in job
P3. Identify and resolve potential and actual problems
P4. Communicate with other site personnel
P5. Complete assignment

	CU4. Communicate with signals 
	P1. Identify and work with signals
P2. Communicate with audible signals, such as back-up alarm, and site emergency horn
P3. Communicate with hand signals

	CU5.  Communicate with electronic equipment 
	P1. Check communication devices to verify operating condition, such as complete radio checks
P2. Deliver and receive messages using communication equipment
P3. Follow communication protocol

	CU6. Prepare for meetings





	P1 Develop agenda in line with stated meeting purpose
P2 Ensure style and structure of meeting are appropriate to its purpose
P3 Identify meeting participants and notify them in accordance with organizational procedures
P4 Confirm meeting arrangements in accordance with requirements of meeting
P5 Dispatch meeting papers to participants within designated timelines

	CU7. Conduct meetings
	P1 Chair meetings in accordance with organizational requirements, agreed conventions for type of meeting and legal and ethical requirements
P2 Conduct meetings to ensure they are focused, time efficient and achieve the required outcomes
P3 Ensure meeting facilitation enables participation, discussion, problem-solving and resolution of issues
P4 Brief minute-taker on method for recording meeting notes in accordance with organizational requirements and conventions for type of meeting

	CU8. Follow up meetings

	P1 Check transcribed meeting notes to ensure they reflect a true and accurate record of the meeting and are formatted in accordance with organizational procedures and meeting conventions
P2 Distribute and store minutes and other follow-up documentation within designated timelines, and according to organizational requirements
P3 Report outcomes of meetings as required, within designated timelines

	CU9. Prepare for    the negotiation

	P1 Identify objectives and preferred outcome of the negotiation and determine minimum acceptable outcome 
P2 Understand in relation to what can be offered and what is needed from the other party
P3 Gather information regarding the other party – objectives,
needs, preferences, resources, what they want to achieve - in
order to determine best negotiating points 
P4 List and rank the issues to consider concessions that may be made.
P5 Find examples and refine negotiation argument.
P6 Check information to ensure it is correct and up-to-date.
P7 Develop a negotiation plan that includes information about the other party and its interests and a set of responses and strategies to the anticipated tactics.
P8 Prepare an agenda in advance, which includes discussion topics, participants, location and schedule

	CU10. Participate in negotiations
	P1 Analyze all aspects of the incident for degree of hazard, priorities, optional outcomes and appropriate strategies
P2 Analyze and determine strategies and priorities on the incident sought from a range of sources 
P3 Assess long term objectives against resources and priorities
P4 Apply a range of communication techniques to make and maintain contact with the key people
P5 Provide clear and factual information to enable an honest and realistic assessment of the interests of the key people and their positions
P6 Resolve the conflict and express their likely consequences clearly and do an analysis of the benefits 
P7 Reassess points of disagreements for common positive
Positions

	CU11. Coordinate support Services
	P1 Assess the need for support services in terms of the determined strategies and priorities
P2 Negotiate the resources of support services according to established procedures and availability
P3 Provide information on strategies to support services and maintain the communication 
P4 Delegate roles and responsibilities according to expertise and resources

	CU12. Restore order
	P1 Assess the incidents for degree of risk and take appropriate action to reduce and remove the impact of the incident and restore order
P2 Take action designed to minimize risk and the preserve the safety and security of all involved
P3 Take action to prevent the escalation of the incident appropriate to the circumstances and agreed procedures.
P4 Carry out the use of force for the restoration of control and the maintenance of security in the least restrictive manner.
P5 Complete reports accurately and clearly provided to the appropriate authority promptly
P6 Review, evaluate and analyze the incident and the organizational response to it and report it promptly and accurately. 

	CU13. Provide leadership.
direction and guidance
to the work group
	P1 Link between the function of the group and the
goals of the organization 
P2 Participate in decision making routinely to develop, implement and review work of the group and to allocate responsibilities where appropriate
P3 Give opportunities and encouragement to others to develop new and innovative work practices and strategies
P4 Identify conflict and resolve with minimum disruption to work group function
P5 Provide staff with the support and supervision necessary to perform work safely and without risk to health
P6 Allocate tasks within the competence of staff and support with appropriate authority, autonomy and training
P7 Supervise appropriately the changing priorities and situations and takes into account the different needs of individuals and the requirements of the task



Knowledge and Understanding 
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes
K1. Explain organization’s policies, guidelines and procedures related to control and surveillance, safety and preventing and responding to incidents and breaches of orders covered in the range of variables.
K2. Explain organization’s management and accountability systems
K3. Describe teamwork principles and strategies
K4. outline meeting terminology, structures, arrangements
K5. outline responsibilities of the chairperson and explain group dynamics in relation to managing meetings
K6. Outline the principles of effective communication
K7. Outline the guidelines for use of equipment and technology
K8.  Explain code of conduct

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Own current mental, emotional, and physical state.
· Working conditions on construction site.
· Effective communication.
· Maintain log books, safety reports, maintenance reports, inspection reports, time cards
· Signalers on job site 
· Audible and warning signals used on job site 
· Communication equipment used on job site


[bookmark: _Toc9492245][bookmark: _Toc65620214]1013-HRC-57 Handle and Serve Cheese

Overview: 
Cheese is a dairy product derived from milk that is produced in a wide range of flavors, textures, and forms by coagulation of the milk protein casein. It comprises proteins and fat from milk, usually the milk of cows, buffalo, goats, or sheep. This Competency standard deals with the skills and knowledge required to identify, handle and present cheese.

	Competency Unit
	Performance Criteria

	CU1:
Select suppliers and
purchase cheese
	P1: Identify different types of available cheeses.
P2: Supplier is selected with regard to quality and price.
P3: Wastage is minimized through appropriate purchase and storage techniques.

	CU2:
Prepare Cheese for
Service
	P1: Cheese are allowed to breathe correctly before serving.
P2: Appropriate garnishes are prepared according to organization standards.

	CU3:
Present Cheese
	P1: Cheese is presented attractively in the required context, which may include but not be limited to appetizers, starters, after main courses or as part of the sweets course.
P2: Correct and appropriate garnishes are selected and used.
P3: Utilize cheese left overs productively.

	CU4:
Implement safe and
hygienic practices
	P1: Potential hygiene issues including food spoilage and cross contamination are identified and appropriate preventative measures are taken to eliminate risks.
P2: Machinery and equipment used to prepare and serve cheese is used safely.
P3: Cheeses are correctly stored at the correct temperature to minimize spoilage and contamination



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1.  identify, store, handle and serve cheese
K2.  Culinary terms commonly used in the enterprise
K3. Types of cheese
K4. Few soft cheese
K5. Semi & Hard Cheese
K6. Cream or cheese spreads
K7. Roquefort cheese
K8. Camembert cheese
K9. Gorgonzola cheese
K10. Brie cheese
K11. Blue Cheese
K12. Emmental cheese
K13. Gruyere cheese
K14. Cheddar cheese
K15. Mozzarella cheese
K16. Halloumi cheese
K17. Feta cheese
K18. Ricotta cheese
K19. Cottage or Dutch cheese

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Cheese are allowed to breathe correctly before serving
· Classification of Cheese
Tools and Equipment

· Fork-Tipped Spear
· Small Spade
· Hard Cheese knife
· Gorgonzola knife
· Open work Blade knife
· Rind Cutter
· Flat Spatula Knife
· Almond knife


[bookmark: _Toc9492250][bookmark: _Toc65620215]1013-HRC-58 Develop Advance Skills in Food Preparation and Cooking

Overview: 
The aim of this Competency Standard to develop knowledge, skill and understanding to develop advance skills in food preparation and cooking. This Competency Standard is about preparing, cooking and finishing different soups.

	Competency Unit
	Performance Criteria

	CU1:
Assemble food and equipment to prepare, and cook different dishes 
	P1- Assemble food and ingredients required to prepare, cook and finish different dishes 
P2- Where necessary, defrost ingredients for different dishes 
P3- Select appropriate equipment needed to prepare, cook and finish different dishes 
P4- Check that the ingredients for different dishes meet type, quality and quantity requirements. 

	CU2:
Use equipment and 
multi-stage methods independently to prepare dishes for cooking 
	P1- Identify requirements for preparing different dishes for cooking 
P2- Select and use tools and equipment for preparing different dishes correctly 
P3- Use appropriate methods to prepare different dishes for cooking.
P4- Check that preparation of different dishes meets quality requirements

	CU4:
present different dishes for service 
	P1- Finish, garnish and present the dish to meet organizational specifications 
 P2- Make sure dishes are at correct temperature for holding and serving 
P3- Safely store cooked different dishes not for immediate use. 



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
· Store fresh complex dishes correctly before cooking. 
· Check that complex dishes are fit for preparation and cooking. 
· Verify the procedure if there are problems with the complex dishes or other ingredients 
· Check the service time and to decide that complex dish needs defrosting before cooking. 
· Prepare complex dishes including defrosting, seasoning and storing 
· -Observe that staff is using correct tools and equipment to prepare cook and finish complex dishes for best quality
· Give detail to carry out the appropriate cooking methods correctly 
· Taste to finish and season complex dishes according to requirements 
· Mention correct temperatures for holding complex dishes 
· Explain organizational guidelines for health and safety
· Provide special requirements for food safety 
· -Adopt and maintain HACCP standards
· Compliance with food inspectors as required 

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Finish, garnish and present the dish to meet organizational specifications
· Make sure dishes are at correct temperature for holding and serving
· Safely store cooked different dishes not for immediate use.
Tools and Equipment
· Stoves
· Fryer
· Oven
· Refrigerator
· Dough mixer
· Hot plate
· BBQ Grill


[bookmark: _Toc9492252][bookmark: _Toc65620216]1013-HRC-59 Plan and Control Menu-Based Catering

Overview: 
This Competency standard deals with the skills and knowledge to the processes involved in planning, preparing and controlling menus.

	Competency Unit
	Performance Criteria

	CU1:
Plan and prepare menus
	P1: A variety of appropriate menu types are prepared as required by the organization.
P2: Menus are costed to comply with given costing restraints.
P3: Where appropriate, menus are prepared according in a sequential manner

	CU2:
Control menu-based
Catering
	P1: Production schedules are planned to give consideration to menu constraints, available equipment, expertise of labor and available time.
P2: Labor costs are controlled with consideration given to rosters, scheduling, award conditions and rates.
P3: Product utilization and quality are optimized through the application of portion control and effective yield testing.
P4:  Stock control measures are applied by following correct receiving and storing procedures.

	CU3:
Maintain security
	P1: Maintain Security in food production  
P2: Minimize risks in storage areas to theft, damage or loss.



[bookmark: _Hlk65747031]Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:

· Achieving a balance in the variety of cooking principles, colors, tastes and food
· textures
· Nutritional values
· Seasonal availability factors
· Popularity in sales.
· Terminology appropriate to the market and style of menu
· Item descriptions, which will promote the dishes.
· Production planning sheets
· Sales analysis forms
· Daily kitchen reports
· Wastage sheets organizational skills and teamwork
· Principles of nutrition, in particular the effects of cooking on the nutritional value of
· Food
· Culinary terms commonly used in the enterprise
· Logical and time efficient workflow
· Inventory and stock control systems
· Purchasing, receiving, storing, holding and issuing procedures
· costing, yield testing, portion control

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Menu Designing
· Menu costing
· Purchasing, Receiving, storing and handling
· Food theft

Tools and Equipment
· PC
· Printer
· Calculator
· Pen
· Requisition sheet


[bookmark: _Toc65620217][bookmark: _Toc9492262]1013-HRC-60 Maintain Professional Kitchen Standards for Food Preparation and Cooking Throughout the Shift

Overview: 
The aim of this competency standard is to develop basic knowledge, skills and understanding of professional kitchen standards need to be maintained throughout the shift

	Competency Unit
	Performance Criteria

	CU1:
Ensure personal hygiene and chef’s uniform for kitchen operations meets organizational 
requirements
	P1 Keep your hair, skin and nails clean and hygienic, follow your organization’s procedures on Brief jewelry and accessories can be worn 
P2 Follow the recommended procedures for washing your hands at all appropriate times 
P3 Avoid unsafe behavior that could contaminate the food you are working with Report any cuts, boils, grazes, injuries, illness and infections promptly to the appropriate person 
P4 Make sure any cuts, boils, skin infections and grazes are treated and covered with an appropriate dressing.

	CU2:
Maintain the health, safety and security of the kitchen working environment
	P1 Keep a look out for hazards in your workplace
P2 Identify any hazards or potential hazards and deal with these correctly 
P3 Report any accidents or near accidents quickly and accurately to the proper person 
4 Follow health, hygiene and safety procedures in all your work 
P5 Practice emergency procedures correctly P6 Follow your organization’s security procedures.

	CU3:
Check quality and quantity of food and maintain kitchen and food safety standards at every level of food handling 

	P1 Check your role and responsibilities to establish the quantity of food and ingredients required 
P2 Check the delivery from stores to ensure that the quantity of food delivered is sufficient for the number of covers expected 
P3 Check that the quality of food delivered is of the right type and meets the correct quality requirements 
P4 Check that food is delivered at the correct temperature 
P5 Ensure that any packaged food does not exceed its ‘sell-by’ or ‘use-by’ dates 
P6 Advise your team leader if there are any problems with the quantity or quality of food.

	CU4:
Check quality and quantity of food and maintain kitchen and food safety standards at every level of food handling 

	P1 Check your role and responsibilities to establish the quantity of food and ingredients required 
P2 Check the delivery from stores to ensure that the quantity of food delivered is sufficient for the number of covers expected 
P3 Check that the quality of food delivered is of the right type and meets the correct quality requirements 
P4 Check that food is delivered at the correct temperature 
P5 Ensure that any packaged food does not exceed its ‘sell-by’ or ‘use-by’ dates 
P6 Advise your team leader if there are any problems with the quantity or quality of food

	CU5:
Ensure wastage from kitchen operations is minimized
	P1 Identify Competency unities for reducing waste 
P2 Follow organizational policies and procedures for managing and reducing waste 
P3 Dispose of waste in line with organizational procedures




Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
· Personal health and hygiene 
· Food hygiene & kitchen sanitation 
· Kitchen safety
· PPE’s (personal protective equipment)
· HACCP awareness
· Food borne diseases
· Contamination & cross contamination
· Roll of chef
· Temperature logs
· Market lists & purchase orders
· Team building
· Staff grooming & kitchen disciplines
· Kitchen staff training needs
· Duty roasters & shift overlapping
· Decision making skills
· Problem solving skills
· Communications skills
· Motivation techniques
· Time management
· Menu planning & cuisine development

Tools and Equipment

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Identify Competency unities for reducing waste 
· Follow organizational policies and procedures for managing and reducing waste 
· Dispose of waste in line with organizational procedures


[bookmark: _Toc65620218]1013-HRC-61 Manage Comments and Complaints Relating to Food Production

Overview: 
The aim of this Competency Standard is to develop knowledge, skills and understanding of managing comments and complaints related to food production

	Competency Unit
	Performance Criteria

	Cu1:
Manage comments 
relating to food production 
	P1: Manage comment on the range of products and services provided by the organization, including menus, dishes, food and beverage service, kitchen service provided to food outlet team. 
P2: Utilize the channels of feedback, including verbal comments, written feedback, feedback from senior management; formal and informal comments 
P3: Develop good relationship with food service team to get regular verbal feedback; ask guests for feedback during food service. 
P4: Ensure that written guest feedback is collected and discussed with team. 

	CU2:
Manage complaints relating to food 
production. 
	P1: Handle different types of kitchen complaints 
P2: Recognize the level of seriousness of a complaint. 
P3: Seek further information where necessary, in order to fully investigate the complaint. 
 P4: Handle complaints involving service recovery methods, including anticipating the need for recovery, quick decision making, delegating responsibilities, providing training. 
 P5: Use ethical standards, including ensuring that all behavior and operations are fair, honest, not detrimental to the business or its guests



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:

K1: process of gathering feedback from different channels and record for further improvement in system 
 K1: Gather sufficient information to enable assessment of the nature and severity of the complaint 
 K2: Respond to the person making the complaint if the complaint cannot be resolved within required timescale, report any complaints that are outside own authority to deal with to the appropriate person.
K3: Make appropriate notes and record of the complaint and the actions taken. Identify any changes to the organization’s procedures which are necessary to avoid future similar complaints. 
K4: Comply with legal requirements, industry regulations, including ethical standards and health and safety, organizational policies and professional codes. 
K5: Know the limits of own authority and the action required if a complaint is beyond own authority to handle, including gathering sufficient relevant information, identifying the appropriate colleague to refer to, ensuring details of the complaint are explained fully 
K6: Knowledge of organizational procedures for gathering information and responding to complaints, including responding within a certain time limit, recording the comment including who made it, when, in what format; recording the response given, by whom, in what format
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Complaint handling
· In time response to various complaints 


Tools and Equipment
· Feedback Form
· Pen
· Internet
· Complaint Register


[bookmark: _Toc9492265][bookmark: _Toc65620219]1013-HRC-62 Organize Bulk Cooking Operations and Food Service Operations

Overview: 
This Competency standard deals with the skills and knowledge to the organizational process required to organize bulk cooking operations and Food Service operations.

	Competency Unit
	Performance Criteria

	CU1:
Plan kitchen 
Operations
	P1: Quantities are determined and calculated accurately according to recipes and specifications.
P2:  Food items are ordered in correct quantities for requirements.
P3: A mise en place list for food and equipment is prepared which is:
• appropriate to the situation 
• clear and complete.
P4: work schedule and work flow plan for the relevant section of kitchen are designed to maximize teamwork and efficiency.

	CU2:
Organize production of
Menus
	P1: Preparation and service of orders for the relevant section of the kitchen are organized to enable smooth work flow and to minimize delays.
P2: Dishes are sequence controlled to enable smooth work flow and minimize delays.
P3: Quality control is exercised at all stages of preparation and cooking to ensure that presentation, design, eye appeal and portion size of menu items are to required standards.
P4: Appropriate procedures are put into place to ensure that receiving and storing as well as cleaning procedures are correctly followed.

	CU3:
Select cooking systems
	P1: Specific requirements for installation are assessed.
P2: Advantages and reasons for the chosen system are considered carefully.
P3:  The production changes required to reflect the system are taken into account.
P4:  Sound knowledge about the equipment used in the chosen system is taken into account when selecting a system.
P5: Appropriate equipment is utilized to assist cooking operations.

	CU4:
Use preparation and
cooking techniques
appropriate to the system
	P1: Menu items are compatible with the type of system chosen.
P2: Specialist recipes are prepared and served taking into account the type of food service system.
P3: Food is prepared using methods which take into account the effects of different methods of preparation on nutrition quality and structure.

	CU5:
Plan kitchen for food
production
	P1: Quantities are determined and calculated accurately according to recipes and specifications.
P2: Food items are ordered in correct quantities for requirements.
P3: A jobs checklist for food and equipment is prepared which is:
• appropriate to the situation
• clear and complete.
P4: A work schedule for the relevant section of kitchen is designed to maximize teamwork and efficiency.

	CU6:
Organize food production
	P1: Preparation and service of orders for the relevant section of the kitchen are organized to enable smooth work flow and minimize delays.
P2:  Dishes are sequence controlled to enable smooth work flow and minimize delays.
P3: Quality control is exercised at all stages of preparation and cooking to ensure that presentation, design, eye appeal and portion size of menu items are to required standards.

	CU7:
Ensuring smooth work
Flow
	P1: Appropriate procedures are put into place to ensure that receiving and storing as well as cleaning procedures are correctly followed



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
· Occupational health and safety legislation
· Hygiene codes
· HACCP
· Statutory regulations
· Organizational skills and teamwork
· Safe work practices must be demonstrated, in particular in relation to bending and
· Lifting
· Nutrition principles, which relate to each system
· Principles of nutrition, in particular the effects of cooking on the nutritional value of
· Food
· Culinary terms commonly used in the enterprise
· Principles and practices of hygiene
· Logical and time efficient workflow
· Inventory and stock control systems
· Purchasing, receiving, storing, holding and issuing procedures
· costing, yield testing, portion control
· Historical development of menus, modern trends in menus.
· Fresh cook
· cook chill - 5 day
· cook chill - extended life
· Cook freeze.
· Organizational skills and teamwork
· Safe work practices must be demonstrated, in particular in relation to bending and
· Lifting
· Principles of nutrition, in particular the effects of cooking on the nutritional value of Food
· Culinary terms commonly used in the enterprise
· Principles and practices of hygiene
· Logical and time efficient workflow
· Inventory and stock control systems
· Purchasing, receiving, storing, holding and issuing procedures
· costing, yield testing, portion control
· Historical development of menus, modern trends in menus
· a la carte
· set (table dhoti)
· Cyclical
· Function.

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Quantities are determined and calculated accurately according to recipes and specifications.

Tools and Equipment

· Stoves
· Cooking Pots
· Containers
· Cutting Boards
· Freezer
· Platters
· Bowls
· Steel Bowls
· Whisk
· Peeler 
· Dough Mixer
· Oven
· Hot Plate


[bookmark: _Toc8031864][bookmark: _Toc9492271][bookmark: _Toc65620220]1013-HRC-63 Develop Entrepreneurial Skills	

Overview: This Competency Standard identifies the competencies required to Develop a business plan, Collect information regarding funding sources, develop a marketing plan and Develop basic business communication skills. develop entrepreneurial skills by Mosaic Artist, in accordance with the organization’s approved guidelines and procedures. You will be expected to develop a business plan, collect information regarding funding sources, develop a marketing plan and develop basic business communication skills. Your underpinning knowledge regarding entrepreneurial skills will be sufficient to provide you the basis for your work.
	Competency Unit
	Performance Criteria

	CU1. Develop a business plan
	P1 Conduct a market survey to collect following information
· Customer /demand 
· Tools, equipment, machinery and furniture with rates 
· Raw material 
· Supplier 
· Credit / funding sources 
· Marketing strategy 
· Market trends 
· Overall expenses 
· Profit margin 
P2 Select the best option in terms of cost, service, quality, sales, profit margin, overall expenses  
P3 Compile the information collected through the market survey, in the business plan format 

	CU2. Collect information regarding funding sources
	P1 Identify the available funding sources based on their terms and conditions, maximum loan limit, payback time, interest rate
P2 Choose the best available option according to investment requirement
P3 Prepare documents according to the loan agreement requirement 
P4 Include the information of funding sources in the business plan  


	CU3. Develop a marketing plan
	P1. Make a marketing plan for the business including product, price, placement, promotion, people, packaging and positioning 
P2. Include the information of marketing plan in the business plan  

	CU4. Develop basic business communication skills
	P1. Communicate with internal customers e.g.: labor, partners and external customers e.g.: suppliers, customers etc., using effective communication skills 
P2. Use different modes of communication to communicate internally and externally e.g.: presentation, speaking, writing, listening, visual representation, reading etc.
P3. Use specific business terms used in the market



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Explain the 7ps of marketing including product, price, placement, promotion, people, packaging and positioning
K2. Describe 7Cs of business communication
K3. Define different modes of communication and their application in the industry 
K4.  Enlist specific business terms used in the industry 
K5. Enlist the available funding sources
K6. Explain how to get loan to start a new business
K7. Explain market survey and its tools e.g: questionnaire, interview, observation etc
K8. Describe the market trends for specific product offering
K9. State the main elements of business plan
K10. Explain how to fill the business plan format

Critical Evidence(s) Required
	The candidate needs to produce following critical evidence(s) to be competent in this competency standard:
           Prepare a viable business plan including staff requirement for a small take away juice outlet.




[bookmark: _Toc65620221][bookmark: _Toc9492274]1013-HRC-64 Monitor Duties and Activities of the Kitchen Team

Overview: 
The aim of this Competency Standard is to develop knowledge, skills and understanding of monitoring the duties and activities of a team. This Competency Standard is about making sure that kitchen sections are appropriately staffed and making desired arrangements while short staffed

	Competency Unit
	Performance Criteria

	CU1: 
Design, Implement and Monitoring of kitchen operations.
	P1. Assist Executive chef in designing kitchen operations taking into consideration the flow of materials, time taken to complete a process, movement of the staff, available infrastructure etc. 
P2. Assist in designing the food safety management system as per national and international standards 
P3. Maintain resources, roles and responsibilities for different aspects of food production operations to achieve the quality standards 
P4. Build protocols for cleaning, pest control, food handling; storage and food preparation processes for maintaining the taste and nutritional values of variety of food items  

	CU2: Supervise Food Production Operations
	P1. Make sure to establish protocols, procedures and processes are followed in letter and spirit in the kitchen 
P2. Make the appropriate changes in the processes if need be to make operations more efficient 
P3. Perform risk assessments frequently to ensure that potential risks are minimized 
P4. Establish corrective actions on the non-conformities found in the kitchen operations 
P5. Maintain accurate and appropriate records of operations

	CU3: Manage and Train Kitchen Staff.
	P1. Maintain adequate number of staff is available in the kitchen.
P2. Manage to train them as per their job roles and work stations.
P3. Manage the correct portion size for each dish is communicated to kitchen staff.
P4. Make sure about working as a team to ensure timely output of quality food items.
P5. Make sure that staff is organized in variety of teams of appropriate structure for the smooth running of operations in the different sections of the kitchen 
P6. Plan to divide the work among the staff according to required tasks to be performed,

	CU4: Maintain and Expedite Quality Control.
	P1. Make sure that all the food orders are delivered to respective consumers as per the company set service standards 
P2. Make sure that different courses of food are delivered to consumer at set pace and order 
P3. Make sure that each dish is cooked as per the correct portion size communicated to kitchen staff.
P4. Ensure that food is presented as per set standards before serving it to the consumer 
P5. Make sure the quality of food items delivered to consumers such as the appropriate temperature, consistency, presentation 

	CU5:
Check that kitchen staff are present and 
manage absence        issues for food production areas . 
	P1. Check the production requirements for the day. 
P2. Check that the number of associates at work match both the roaster and production requirements 
P3. Adjust the duty Rota according to requirements 
P4. Tackle the absent associates with pre-defined methods 
P5. Take appropriate steps to motivate staff to avoid absenteeism 

	CU6:
 Ensure professional standards are maintained throughout preparation and cooking of food and 
completion of shift 

	P1. Ensure that associates maintain personal hygiene and wear appropriate protective clothing throughout shift 
P2. Ensure that associates maintain a safe, hygienic and secure working environment 
P3. Ensure that associates work effectively as part of a hospitality team and communicate efficiently with each other throughout shift 
P4. Ensure that associates attend briefing and be aware of daily requirements and other issues 
P5. Ensure that associates check all equipment is in good working order and check the quality and quantity of food delivered to the section 
P6. Ensure that associates maintain food safety when storing, preparing and cooking food 
P7. Deal with problems and unexpected situations in an appropriate manner 
P8. Respond to accidents in accordance with organizational requirements 
P9. Ensure waste is minimized.

	CU7:
Support the Head Chef 
 
 
	P1. Discuss and agree on methods and formats of communication with the Head Chef 
P2. Agree with the Head Chef daily and medium-term areas for delegated responsibilities 
P3. Support the Head Chef in execution of daily requirements 
P4. Discuss significant daily and medium-term issues with Head Chef and agree relevant actions 
P5. Seek Head Chef’s input for special or unusual circumstances 
P6.  Support the Head Chef in preparation and implementation of budgets

	CU8:
Supervise Chefs de partied and other associates 
 
	P1- Support associates and helps them adjust to and develop their roles and responsibilities. 
P2- Identify, agree and implement with associates, ways in which all can support each other’s roles and responsibilities. 
P3- Agree with associates appropriate methods to communicate.
P4- Use agreed methods of communication to share appropriate information and knowledge with associates. 
P5- Ensure that Chef de parties are actively supporting associates throughout the shift. 
P6- Share feedback with associates on the effort of the team and how this can be improved. 



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
· Explain operational knowledge and understanding of entire kitchen operation 
· Describe operating procedures for the kitchen 
· Explain the procedure to check the production requirements for the day 
· Describe the procedure to check the number of associates at work match both the Rota and production requirements 
· Explain the process to adjust the duty Rota according to requirements 
· Explain the process to tackle the absent associates with appropriate methods 
· Describe the procedure to take appropriate steps for motivation of staff to avoid absenteeism 
· Discuss personal hygiene and appropriate protective clothing 
· Describe the process to maintain a safe, hygienic and secure working environment 
· Explain to work effectively as part of a hospitality team and communicate efficiently with each other throughout shift 
· Describe the process to check all equipment is in good working order and check the quality and quantity of food delivered to the section 
· Describe the food safety when storing, preparing and cooking food 
· Analyze the problems and unexpected situations 
· Explain the procedure to respond to accidents in accordance with organizational requirements 
· Describe the procedure to manage waste.
· Explain methods and formats for communication 
· . Explain the process to agree on methods and formats of communication with the sous chef 
· . Describe areas for delegated responsibilities on a daily and medium term basis
· Explain to agree with the Head Chef daily and medium term areas for delegated responsibilities 
· Explain to support the Head Chef in execution of daily requirements 
· List down how to discuss significant daily and medium term issues with Head Chef and agree relevant actions 
· . Describe process to seek Head Chef’s input for special or unusual circumstances 
· Explain the process to support the Head Chef in preparation and implementation of budgets 
· Describe the operational knowledge of kitchen work 
· Discuss how to follow the process to help associates adjust to and develop their roles and responsibilities. 
· Elaborate the importance of making sure each team member understands and supports the roles and responsibilities of others and how to make this happen. 
· Describe the importance of good communication with all types of associates and communication methods to use. 
· Share information and knowledge with associates and 
· Methods that can be used to do this. 
· Solve or handle any type of conflict with associates and their immediate supervisor

Tools and Equipment
Not required
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Use agreed methods of communication to share appropriate information and knowledge with associates. 
· Ensure that Chef de parties are actively supporting associates throughout the shift. 
· Share feedback with associates on the effort of the team and how this can be improved.


B. [bookmark: _Toc65620222]National Diploma Level-5 (Part-II) (Sous Chef) (6th Semester)

[bookmark: _Toc65620223][bookmark: _Toc9492275]1013-HRC-65 Co-ordinate the Operation of the Food Preparation and Cooking Area

Overview: 
The aim of this Competency Standard is to develop knowledge, skills and understanding of kitchen coordination between food preparation and cooking areas This Competency Standard is about finding out about the levels of business that different food outlets can expect and ensuring they are fully prepared and staffed to deliver food and beverage services effectively and efficiently. This Competency Standard is about gathering and recording information about food production and using the information to support effective and efficient production
This Competency Standard is about communicating with colleagues about customer needs, problems and work issues, and making sure that the `message' is delivered and received as intended. This is Competency Standard is about ensuring that kitchen equipment and work areas are kept in good order and maintained. It involves communicating with other departments about the need for maintenance, refurbishment, and keeping appropriate records

	Competency Unit
	Performance Criteria

	CU1:
 Check what bookings and functions are made for food service areas 
	P1. Access information on a daily basis about different bookings and functions from appropriate sources 
P2. Assist the head chef in taking inventory to support delivery of food and beverage services for bookings and functions 
P3. Assist the head chef with the ordering of kitchen supplies to support delivery of food and beverage services for bookings and functions 
P4. Offer ideas and suggestions to the executive chef to help with planning menus for bookings and functions and improving overall kitchen performance 
P5. Ensure that all kitchen areas are informed at appropriate times of bookings and functions and are fully prepared 
P6. Ensure staffing levels are sufficient to respond to bookings and functions 

	CU2:
Maintain log of food production on daily basis 
 

 
	P1. Collect and use appropriate information to maintain a proper log of all dishes produced, including quantity and sizes, on a daily basis 
P2. Collect and use appropriate information from kitchen sections and stores to maintain a proper log of all food items used on a daily basis 
P3. Complete and record a daily inventory of raw and prepared food items stored in the kitchen sections 
P4. Compare the inventory of raw and prepared food items with stores requisitions and ensure that sufficient addition supplies are being ordered 
P5. Offer ideas and suggestions to the executive chef to help with planning menus and improving overall kitchen performance. 

	CU3:
Manage communication between the food and beverages services areas and other 
departments 
 

	P1. Agree with other department heads the most appropriate written, verbal and technological methods of communicating different types of information 
P2. Ensure that agreed methods of communication are used clearly, coherently and promptly to provide information about the food and beverages service to other departments 
P3. Communicate appropriate information with other departments and make sure the communication has been delivered and received as intended 
P4. Ensure that other departments have the competency unity to ask questions and checking their understanding 
P5. Ensure sure that communications with other departments have met their purposes 
P6. Present a positive image of yourself and the food and beverages service department 

	CU4:
Establish and maintain the condition of work areas and equipment 
  
	P1. Check that all kinds of equipment are working correctly in the kitchen and other work areas 
P2. Ensure that all relevant kitchen equipment is maintained and calibrated on a regular basis 
P3. Ensure that kitchen equipment is being used correctly and efficiently by associates 
P4. Ensure that kitchen equipment is replaced as required 
P5. Ensure that work areas are kept in a neat and clean condition at all times and report any maintenance requirements to the appropriate department 
P6. Ensure that kitchen areas are refurbished at appropriate and agreed intervals 
P7. Organize appropriate staff training activities to promote efficient usage of kitchen equipment and awareness of maintenance requirements 
P8. Take corrective measures were required to improve the safety of work areas 

	CU5:
Contribute to the management of 
physical resources 

	P1. Give relevant people the Competency unity to provide information on the resources the team needs 
P2. Make recommendations for the use of resources that take account of relevant past experience and take account of trends and developments which are likely to affect the use of resources 
P3. Make recommendations that are consistent with team objectives, Organizational policies and environmental concerns 
P4. Make recommendations that clearly indicate the potential benefits they expect from the planned use of resources 
P5. Monitor the use of resources under your control at appropriate intervals 
P6. Make sure the use of resources by the team is efficient and takes into account the potential impact on the environment 
P7. Identify problems with resources promptly, and make recommendations for corrective action to the relevant people as soon as possible 
P8. Make recommendations for improving the use of resources to relevant people in an appropriate and timely manner 
P9. Make sure that records relating to the use of resources are complete, accurate and available to authorized people only

	CU6:
Contribute to the development of 
recipes and menus 
 
 
	P1. Consider food combinations, flavors and dietary requirements when introducing new recipe and menu suggestions 
P2. Calculate ingredient ratios, cooking times and temperatures to produce a recipe in varying quantities 
P3. Identify suitable supply sources 
P4. Identify methods for presenting, holding and distributing the recipe item 
P5. Cost recipe suggestions taking into account the resources available 
P6. Follow organizational procedures for registering and passing on relevant information about the suitability of new menu items 
P7. Make suggestions on the layout and presentation of the menu 
P8. Produce recipe suggestions in accordance with the style and policy of the organization, available resources, and the expectations and standards of customers 
P9. Ensure staff have the resources needed to carry out responsibilities in relation to new menu items 
P10. 	Collect and evaluate feedback from staff and customers. 




Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Multiple cuisines
K2. Different sections of kitchen
K3. Different positions in kitchen and their roll
K4. Kitchen equipment and its functions
K5. Restaurant and banquet menus
K6. Kitchen utensils
K7. Chef’s tools & knives
K8. Yield test & butcher tests
K9. Portion control
K10. Menu planning
K11. Recipe building
K12. Cost factors & cost control
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Make suggestions on the layout and presentation of the menu 
· Produce recipe suggestions in accordance with the style and policy of the organization, available resources, and the expectations and standards of customers 
· Ensure staff have the resources needed to carry out responsibilities in relation to new menu items 
· Collect and evaluate feedback from staff and customers.

Tools and Equipment

	· Menu cards

	· Chef’s tools & knives 

	· Kitchen equipment

	· Guest comments cards

	· Recipe cost cards

	· Yield test cards 

	· Butcher test cards

	· Duty roaster forms

	













[bookmark: _Toc65620224]1013-HRC-66 Monitor Supplies for Kitchen Operations

Overview: 
The aim of this Competency Standard is to develop knowledge, skills and understanding of monitoring the supplies for food production area

	Competency Unit
	Performance Criteria

	CU1:  Check quality and quantity of food deliveries and other products into store
 
	P1 Check the expiry date and age of food items. 
P2. Check quantity of food deliveries.
P3. Check Temperature of delivered food


	CU2:
 Prepare food order requisitions to meet requirements of food production 
	P1: Manage food preparation and cooking processes, including knowledge of menus and recipes, methods, tools and equipment, ensuring associates have received proper training, ensuring Chefs de Partie are able to supervise preparation and cooking, to ensure that planned yields are met. 
 P2: Compile and sign off requisition orders for food and other ingredients to meet production levels, including submitting requisitions to stores, negotiating and agreeing deliveries to kitchens, managing problem issues (quantity, quality, timing) 
 P3: Ensure that Chefs de Partie and associates are fully engaged in checking delivery from store meet type, quality and quantity requirements, including checking against requisition sheet for type and quantity. 
 P4: Check quality including appearance (size, shape, color, gloss, age and consistency), texture, flavor, smell Knowledge and ability for d and approaches to portion control, including cutting, weighing, measuring, counting 
 P5: Able to agree and monitor finishing and presentation of dishes to ensure that portion control meets the requirements of the food outlet and the kitchen. 
 P6: Correct and prevent actions for non-compliance with requisitions issued 
 P7: Prepare estimates for food items required on the basis of orders received Generate food order requisitions to meet the estimated requirements of food Ensure that all requisitions are delivered at appropriate locations and sections for the preparation of food in line with food orders



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Explain the importance of checking expiry date 
K2. Knowledge of the kitchen operation, including levels of business, operating levels, recipes and menus; type, quality and quantity of food available for the day’s business, including food for regular menus and recipes, food for special events. 
K3. Knowledge to understand the relationship between food/ingredients, recipes/menus and yield, including yield levels for different food and other items, using yield checklists and organizational guidelines. 

Tools and Equipment
· Market purchase list
· Purchase orders
· Dry goods bin cards
· Perishable bin cards
· Recipe cards
· Stationary
· Lap top or computer

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Prepare food order requisitions to meet requirements of food production




[bookmark: _Toc65620225]1013-HRC-67 Monitor, Control Kitchen Costs, Waste and Perform Auditing

Overview: 
The aim of this Competency Standard is to develop knowledge, skills and understanding of monitoring and controlling cost and waste

	Competency Unit
	Performance Criteria

	CU1: Perform Weekly/Monthly Auditing
	P1: Manage to compliance with auditors
P2: Manage to implement auditing points

	CU2: Manage Waste Control
	P1: Maintain waste record.
P2: Manage to seek out waste root causes.

	CU3: Manage Cost Control
	P1: Manage to implement standard portions and sizes
P2: Plan to training the team for food production

	CU4: Manage Incoming Inventory
	P1: Manage receiving, holding and storing stock in the section
P2: Manage the demand and supply of inventory

	CU5: Manage Requisition
	P1: Manage to Control inventory and to determine daily menu costs.
P2: Maintain Requisition form includes Name and Quantity of items.

	CU6:
Check that food items are stored at the correct temperature 
	P1: Ensure associates understand the correct temperatures, locations and procedures for storing raw and cooked foods 
P2: Ensure associates understand the procedures for avoiding the risk of cross-contamination 
P3: Observe and check that all items stored in walk- in chillers/freezers are tagged in line with organizational requirements 
P4: Observe and check that all walk-in chillers/freezers are kept neat and clean 
P5: Monitor the storage of raw and cooked foods in line with correct locations, temperatures and procedures 
P6: Monitor the completion of appropriate checklists to record the monitoring of food storage 
P7: Ensure that an appropriate inventory is maintained of foods stored in walk-in chillers/freezers 
P8: Monitor records to check inventory of foods stored 

	CU7: 
Check that kitchen sections are working to requirements and not overproducing 
	P1: Use restaurant bookings, banquet sheets and other 
sources of information to identify food preparation requirements 
p2: Monitor the availability of food items within the kitchen 
P3: Monitor the supply of food items and other products from the stores to support food production in line with requirements 
P4: Ensure that associates understand the quantity and quality of dishes to be prepared and cooked 
P5: Ensure that associates follow organizational guidelines on weight and portion control 
P6: Take necessary steps to address problems with the quantity and quality of dishes prepared and cooked 

	CU8:
Check that all sections are managing kitchen waste effectively 
	P1. Identify competency unities for reducing waste 
P2. Follow organizational policies and procedures for managing and reducing waste 
P3: Dispose of waste in line with waste management procedures.
P4: Identify the roles and responsibilities to support waste minimization 
 P5: Identify training needs and training for those responsible for reducing waste 

	CU9: 
Ensure that kitchen waste products are disposed of following correct procedures 
	P1: Manage types and causes of waste, including wet and dry, caused by natural usage, poor management of perishable food items, overcooking or burning food items and dishes, poor or incorrect use of cleaning materials, damage caused to tools and equipment by incorrect use. 
P2. Supervise clearance of waste areas, including properly fitting lids for waste bins, use of disposable sacks, not overfilling bins, regular emptying and cleaning of bins. 
P3. Manage waste, including ensuring that associates identify competency unities for reducing and disposal of waste, follow organizational policies /procedures. 
P4. Establish and monitor current levels of waste for activities undertaken by the organization, including assessing and recording levels of waste, by observation, questioning, assessing productivity and output, yield data. 



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Explain associates to understand the correct 
K2. Temperatures, locations and procedures for storing raw and cooked foods 
K3. Brief associates to understand the procedures for avoiding the risk of cross-contamination 
K4. Define the storage of raw and cooked foods in line with correct locations, temperatures and procedures understand how to manage and control food costs, including making a profit, breaking even, subsidized 
K5. Costs, including food costs, gross profits, profits as percentages 
K6. Set targets, including calculating selling prices needed to achieve target gross profits 
K7. Know the need to monitor food costs, including sourcing and purchasing good quality food commodities, monthly market survey; controlling commodities; accurate weighing, measuring and portion control; preparation, cooking losses and wastage control. 
K8. Describe procedure to recognize competency unities for waste reduction, reuse and recycling through design and targets to comply with legal and/or organizational requirements 
K9. Explain how to establish current levels of waste for activities undertaken by the organization 
K10. Explain process to assess the effectiveness of waste management systems 
K11. Report potential barriers that may limit waste avoidance and reduction 
K12. Describe process to ensure measures for managing waste meet with legal requirements
K13. Observe and check that waste is segregated at production level, including wet waste, dry waste. 
K14. Monitor and ensure that waste is as minimum as possible and ensure that every section is disposing of waste in line with organizational guidelines and health, safety and hygiene regulations. 
K15. Guide team on different preparation and cooking methods to avoid excessive waste 
K16. Define principles of waste management, including meeting food hygiene regulations, preventing 
K17. Contamination of service areas, avoiding pest infestation, reducing accidents and fire risks

Tools and Equipment
· Market purchase list
· Purchase orders
· Dry goods bin cards
· Perishable bin cards
· Recipe cards
· Stationary
· Lap top or computer
· Food cost report
· Food production control sheet
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Manage waste, including ensuring that associates identify competency unities for reducing and disposal of waste, follow organizational policies /procedures. 
· Establish and monitor current levels of waste for activities undertaken by the organization, including assessing and recording levels of waste, by observation, questioning, assessing productivity and output, yield data


[bookmark: _Toc65620226]1013-HRC-68 Plan and Prepare Food for Buffets

Overview: 
This Competency standard deals with the skills and knowledge to the skills and knowledge required to plan and prepare foods for buffet situations.

	Competency Unit
	Performance Criteria

	CU1:
Plan buffet layout
	P1: The buffet is planned, according to instructions by enterprise and/or customer requirements.
P2:  Buffet cost is calculated in accordance to enterprise reporting requirements.
P3: Where practiced, a variety of buffet centerpieces and decorations are organized.

	CU2: Prepare and produce foods for buffets
	P1: Appropriate methods of Professional Chef for buffet production are used to prepare meats, poultry, seafood and other Food groups.
P2:  Where practiced, buffet items are glazed with aspic/gelatin preparations to acceptable enterprise standards.
P3:  Sauces and garnishes suitable for buffet food items are produced.
P4: Portion control is applied to minimize wastage and maximize profit.

	CU3: Prepare and produce sweets for buffets

	P1:  Ensure Sweets suitable for buffet presentation
P2:  Ensure standard recipes 

	CU4:
Store buffet items
	P1: Ensure hygienic condition of Buffet items. 
P2: Store buffet correctly before and after the buffet service time, 
P3: Maintain safe temperature at Store



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Buffet items are hygienically and correctly stored
K2. Before and after the buffet service time, at a safe
K3. Temperature principles of nutrition, in particular the effects of cooking on the nutritional value of Food
K4. Culinary and technical terms commonly used in the enterprise
K5. Recognition of quality
K6. Principles and practices of hygiene, particularly with the issues surrounding buffet
K7. Service in Pakistan
K8. Logical and time efficient workflow
K9. Evidence of commodity knowledge of ingredients is required cooking skills.


Tools and Equipment

· Different cooking utensils
· Chef’s tools & knives
· Different Kitchen equipment
· Cutting boards
· Chaffing dishes
· Buffet salad & dessert bowls
· Bowls for sauces & dressings
· Buffet soup containers
· Soup cups
· Crockery
· Cutlery

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Prepare and produce sweets for buffets


[bookmark: _Toc65620227][bookmark: _Toc9492281]1013-HRC-69 Establish and Maintain Quality Control and Develop Food Safety Plan

Overview: 
This Competency standard deals with the skills and knowledge required to ensure that high standards of quality are established and maintained. This competency standard covers the skills and knowledge required to develop a Food Safety Plan using the HACCP method as a food safety regime.

	Competency Unit
	Performance Criteria

	CU1:
Establish and 
implement
procedures for quality
control
	P1: Appropriate procedures are applied to ensure the quality of menu items with regard to:
• raw materials
• cooking processes
• portion control
• Presentation.
P2: Products and services are consistent and meet enterprise requirements
P3: Food items match menu descriptions.

	CU2:
Monitor quality

	Procedures to monitor quality are applied including:
P1: observation
P2:  tasting
P3: seeking feedback

	CU3: Solve quality related Problems
	P1: Problems related to quality control are accurately identified and solved.

	CU4:
Identify client needs
	P1: Specific customer profiles are defined.
P2: “At risk” clients are identified.
P3:  Menus and recipes are designed to suit the needs of:
P4: client groups
P5: production equipment
P6: facilities
P7: re-thermalization and service requirements.
P8: Product specifications are produced.

	CU5:
Develop a Food Safety
Plan for a specific
commercial catering
enterprise, using the
HACCP Method
	P1: Specific customer profiles are defined and “at risk’ clients identified.
P2: Menus are designed to suit the needs of:
• client groups
• production equipment
• Facilities.
P3: Standard operational procedures required to support the Food Safety Plan are evaluated, and modified if Required.
P4:  Product specifications are identified and recorded.
P5: Product suppliers are identified and quality assurance specifications established.
P6: Food safety hazards are identified.
P7: Critical control points in the food system are identified, using the HACCP Method.
P8: Product specifications are developed.
P9: Production flow charts are developed.
P10: Control procedures and corrective measures are listed.
P11: The composition and presentation of the Food Safety Plan complies with regulatory requirements and Standards.
P12: Nutritional quality is maintained.
P13: Training needs are identified

	CU6:
Implement Food Safety
Plan
	P1: Training plans are developed and implemented.
P2: Food safety plans are developed, using the HACCP Method.
P3: Operational Food Safety procedures are established.
P4: Recording procedures are established.
P5: Contingency plans are developed

	CU7:
Evaluate and revise the
HACCP plan as 
Required
	P1: Food production records are monitored to identify deficiencies in the present plan.
P2: Food is tested to validate required safety standards.
P3: Food Safety plan is revised to incorporate corrective actions.
P4: Changes to the Food Safety plan are recorded and incorporated into the production system.
P5: Staff are informed of when changes occur.
P6:  The need for additional staff training is identified



[bookmark: _Hlk65752192]Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Organizational skills and teamwork
K2. Culinary terms commonly used in the enterprise
K3. Principles and practices of hygiene
K4. Logical and time efficient workflow
K5. Inventory and stock control systems
K6. Purchasing, receiving, storing, holding and issuing procedures
K7. costing, yield testing, portion control
K8. Historical development of menus, modern trends in menus
K9. Link of quality control to market share and profitability pest control
K10. Cleaning and sanitation programs
K11. Equipment maintenance
K12. Maintenance of personal hygiene.
K13. Contingency plans include dealing with:
K14. Food poisoning
K15. Customer complaints
K16. rejected food
K17. Equipment breakdown educational institutions
K18. Cafeterias/kiosks/canteens/cafes/gourmet food shops/restaurants/hotels
K19. Fast food outlets
K20. Health establishments
K21. Mining operations
K22. Defense forces
K23. Corrective services
K24. Residential catering
K25. In-flight catering
K26. transport catering
K27. Events catering
K28. Private catering.

Tools and Equipment
· Market purchase list
· Purchase orders
· Dry goods bin cards
· Perishable bin cards
· Recipe cards
· Stationary
· Lap top or computer
· HACCP manual

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Food is tested to validate required safety standards.
· Food Safety plan is revised to incorporate corrective actions.
· Changes to the Food Safety plan are recorded and incorporated into the production system.
· Staff are informed of when changes occur.
· The need for additional staff training is identified




[bookmark: _Toc65620228]1013-HRC-70 Operate a Fast-Food Outlet 

Overview: 
This Competency standard deals with the skills and knowledge to the preparation and service of fast foods in a small outlet in a range of venues in the hospitality and tourism industry.

	Competency Unit
	Performance Criteria

	CU1: Make French Fries
	P1: Assemble food and ingredients required to prepare, cook and finish French fries.
P2: Select appropriate equipment needed to prepare, cook and finish French fries.
P3: Wash, peel and rewash potatoes where necessary.
P4: Cut the potatoes in finger cutting.
P5: Blanch the potatoes in water and stain
P6: Heat the oil and deep fry the fries
P7: Serve with Ketchup

	CU2: Make Old Fashion Grill Burger
	P1: Assemble food and ingredients required to prepare, cook and finish griller burger.
P2: Select appropriate equipment needed to prepare, cook and finish grilled burger.
P3: Wash chicken breast where necessary.
P4: Marinate the chicken with salt, black pepper powder, mustard past, lemon juice.
P5: Heat the grill pan and grill the chicken
P6: Take a other pan and heat the burger bun in low flame
P7: Spread mayonnaise on the burger bun and put on grill chicken and jalapeno place the other on the top.
P8: Serve with fries

	CU3: Make Crispy Fried Burger
	P1: Assemble food and ingredients required to prepare, cook and finish crispy fried burger.
P2: Select appropriate equipment needed to prepare, cook and finish crispy fried burger.
P3: Wash the chicken breast.
P4: Marinate the chicken breast with salt, red chili powder and vinegar.
P5: Take a bowl, add white flour, chopped corn flex salt, chicken powder and mix it well.
P6: Add chicken into it and crumb it.
P7: Take a pan, heat the oil and deep fry the chicken.
P8: Take the pan heat the burger bun.
P9: Put the fried chicken and cover it with bun.
P10: Serve it with fries.

	CU4: Make Cheese Burger
	P1: Assemble food and ingredients required to prepare, cook and finish cheese burger.
P2: Select appropriate equipment needed to prepare, cook and finish cheese burger.
P3: Heat the burger bun.
P4: Spread the mayonnaise on the bun and put the lattice and cheese slice.
P5: Serve the burger with fries.

	CU5: Make Club Sandwich
	P1: Assemble food and ingredients required to prepare, cook and finish club sandwich.
P2: Select appropriate equipment needed to prepare, cook and finished club.
P3: Wash chicken breast.
P4: Marinate the chicken with salt, black pepper powder, mustard pastand lemon juice.
P5: Heat the grill pan and grill the chicken.
P6: Take other pan and heat the bread slice in low flame.
P7: Spread mayonnaise on the bread slice and put on grill chicken and spread the ketchup on second slice put the fried egg and place the third slice on the Top.
P8: Serve with fries.

	CU6: Make Shawarma
	P1: Assemble food and ingredients required to prepare, cook and finish the shawrma.
P2: Select appropriate equipment needed to prepare, cook and finish the shawrma.
P3: Wash chicken breast.
P4: Marinate the chicken with salt, red chili powder, lemon juice, coriander powder and cumin powder.
P5: Heat the pan add marinated chicken and cook well.

	CU7: Make Paratha Rolls
	P1: Assemble food and ingredients required to prepare, cook and finish the Paratha.
P2: Select appropriate equipment needed to prepare, cook and finish the Paratha.
P3: Wash the chicken breast.
P4: Marinate the chicken with salt, red chili powder, lemon juice, coriander powder and cumin powder.
P5: Heat the pan add marinate chicken and cook well.
P6: Take a bowel add mayonnaise, salt, black pepper, vinegar and water and shake them together.
Salad
P7: Chop the onion and cabbage. 

	CU8: Make Chicken Hot Wings
	P1: Assemble food and ingredients required to prepare, cook and finish chicken hot wings.
P2: Select appropriate equipment needed to prepare, cook and finish chicken hot wings.
P3: Wash the chicken wings.
P4: Marinate the chicken wings with salt, red chili powder and vinegar
P5: Take a bowl, add white flour, chopped corn flex salt, chicken powder and mix it well
P6: Add chicken wings into it and crumb it.
P7: Take a pan, heat the oil and deep fry the chicken 
P8: Serve it with fries.

	CU9: Make Spring Roll
	P1: Assemble food and ingredients required to prepare, cook and finish spring roll.
P2: Select appropriate equipment needed to prepare, cook and finish spring roll.
P3: Wash chicken breast and vegetable.
P4: Boil and chop the chicken
P5: Chop cabbage and onion
P6: Take a bowl and add chopped chicken and vegetable into it.
P7: Take a roll Patti, fill it with chicken and vegetable masala pack it well.
P8: Heat the oil and deep frying the spring roll.
P19: Serve it with fries.

	CU10: Make Crispy Chicken
	P1: Assemble food and ingredients required to prepare, cook and finish crispy chicken.
P2: Select appropriate equipment needed to prepare, cook and finish crispy chicken.
P3: Wash, the chicken.
P4: Marinate the chicken with salt, red chili powder and vinegar.
P5: Take a bowl, add white flour, chopped corn flex salt, chicken powder and mix it well.
P6: Add chicken into it and crumb it.
P7: Put deep chicken in the water and re crumb it.
P8: Take a pan, heat the oil and deep fry the chicken 
P9: Serve it with fries.

	CU11: Make Chicken Strips
	P1: Assemble food and ingredients required to prepare, cook and finish chicken strips.
P2: Select appropriate equipment needed to prepare, cook and finish the chicken strips.
P3: Wash the chicken and cut the chicken in strips.
P4: Marinate the chicken with salt, chicken powder and black pepper powder.
P5: Take a bowl, add eggs and beat it.
P6: Take strip chicken dipped it in egg and roll in bread crumbs.
P7: Take a pan, heat the oil and deep fry the chicken.
P9: Serve it with fries.

	CU12: Make 
Nuggets
	P1: Assemble food and ingredients required to prepare, cook and finish chicken Nuggets.
P2: Select appropriate equipment needed to prepare, cook and finish the chicken Nuggets.
P3: Make chicken mince.
P4: Take a bowel add chicken mince, green chili chop and onion chop.
P5: Marinate it with salt black pepper powder chicken powder and mix it well.
P6: Make the chicken mince in the shape of nuggets.
P7: Take a bowel add the eggs and beat them well.
P8: Dip the chicken nuggets in the egg and folded in bread crumbs.
P9: Heat the oil and deep fry the chicken nuggets.
P10: Serve it well.

	CU13: Make Vegetable Samosa
	P1: Assemble food and ingredients required to prepare, cook and finish Vegetable Samosa.
P2: Select appropriate equipment needed to prepare, cook and finish the Vegetable Samosa.
P3: Heat oil in a pan and sizzle cumin seeds until aroma arise.
P4: Add onion and fry until soft.
P5: Add carrot; cook for a few minutes till get soft.
P6: Add in peas, potato, green chilies, salt, red chili powder, and garam masala powder. Mix everything and remove from heat.
P7: Allow the mixture to cool. Fill in samosa wrap and deep fry until golden brown.
P8: Serve with chutney.

	CU14: Make Vegetable Pakora
	P1: Assemble food and ingredients required to prepare, cook and finish Vegetable Samosa.
P2: Select appropriate equipment needed to prepare, cook and finish the Vegetable Samosa.
P3: Wash the veggies and cut them in strips.
P4: Add them to a bowl along with chop green chilies, chop salt, red chili powder, cumin seed and mix them well squeeze them gently to release moisture. Keep aside for 10 mints.
P5: Add the Flour (Bassen) along with ajwain mix well to make dough adjust salt if needed add few tbsps. water if needed to make a dough.  
P6: Heat oil in the deep pan when the oil is hot enough drop small portion of the dough after flattening a bit. Keep stirring and fry on medium heat until lightly golden.
P7: Finish frying the dough in batches.
P8: Serve vegetable Pakora Hot.

	CU15: Make Crispy Wrap
	P1: Assemble food and ingredients required to prepare, cook and finish.
P2: Select appropriate equipment needed to prepare, cook and finish the Vegetable Samosa.
P3: Wash the chicken breast and cut the chicken in the cubes.
P4: Marinate the chicken with salt, black pepper powder, mustard paste and lemon juice.
P5: Take a bowl, add white flour, chopped corn flex salt, chicken powder and mix it well.
P6:  Add chicken into it and crumb it.
P7: Heat the pan adds crumbed chicken and deep fry.
P8: Take a bowel add mayonnaise, salt, black pepper, vinegar and water and shake them together.
P9: Chop the onion and cabbage. 
P10: Take a bowel add white flour add salt and knead it with water.
P11: Heat the pan and make a paratha.
P12: Spread the Paratha sauce add crispy chicken put the salad and wrap in the butter paper.

	CU16: Make Finger Fried Fish
	P1: Assemble food and ingredients required to prepare, cook and finish finger fried fish.
P2: Select appropriate equipment needed to prepare, cook and finish the finger fried fish.
P3: Wash the fish and dip it in the water with salt and vinegar cut the fish in the finger shape.
P4: Put finger fish in a bowl and add garlic paste and chopped ginger in it.
P5: Beat egg and add salt, chilies, turmeric powder, all spices, crushed coriander and cumin seeds in it. P6: Mix it well and make a mixture of it.
P7: Add lemon juice in fish and put the fish in egg mixture.
P8: Add white flour in it and mix it with your hands. Fry it in hot oil till its golden brown.
P9: Serve with plum sauce.

	CU17: Make Cutluts
	P1: Assemble food and ingredients required to prepare, cook and finish the cutlets.
P2: Select appropriate equipment needed to prepare, cook and finish the cutlets.
P3: Wash, peel and rewash potatoes.
P4: Boil potatoes and mesh it. 
P5: Cut coriander leaves, mint leaves, green chili, green onion, cabbage in mixture of mashed potatoes.
P6: Add red chili powder, salt, chicken powder, grind cumin seeds in it 
P7: Mix the mixture 
P8: Make oval shape ball of potatoes and keep it in fridge for 15-20minutes 
P9: Place a frying pan on medium high heat and add oil for deep frying 
P10: Dip each ball into egg mixture and then roll in bread crumbs and transfer to frying pan. Fry each side, till golden. 
P11: Remove it from frying pan and drain on soaking paper 
P12: Garnish with coriander leaves 
P13: Serve with chuttny or ketchup

	CU18:
Prepare for service
	P1: Products and food items are checked and restocked Where necessary.
P2: Miser en place is carried out to ensure sufficient and appropriate food items are prepared in order to Commence service.
P3: Miser en place is completed before service commences.
P4: Ongoing requirements for additional food items are met at an appropriate time.
P5: Service area and food items are displayed in a clean, hygienic and attractive manner

	CU19:
Serve customers
	P1: Customer requirements are determined and met, in terms of speed of service, quantity, quality, additions
And modifications to standard recipes, special requirements.
P2: Customer relations skills are used to provide polite, efficient and effective service.
P3: Assistance is provided to customers in selection of food items where required.
P4: Selling skills are employed appropriately according to enterprise practices.
P5: Thorough product knowledge is acquired and updated

	CU20:
Cook, and prepare food
	P1:  Appropriate equipment is selected and used correctly for particular cooking methods.
P2:  Correct ingredients are selected and assembled according to enterprise practices.
P3: Appropriate cooking methods are employed according to enterprise procedures.
P4: Foods requiring re-heating are heated at the correct temperature for the required length of time, according to enterprise practices and the principles of food safety.
P5: Work is organized in consultation with other team members where appropriate, to ensure that food is Prepared or cooked in a timely manner and ongoing customer service is provided.
P6: Portion control is used in order to minimize waste.

	CU21:
Present food
	P1: Food items are presented attractively without drips or spills, and according to the enterprise requirements.
P2: Food is portioned according to enterprise standards.
P3: Food is presented in the appropriate hot or cold storage/presentation equipment.

	CU22:
Store food
	P1: Food is stored in the correct manner according to principles and practices of hygiene and food safety.
P2: Stock is monitored, accounted for and re-ordered when required.

	CU23:
Clean and maintain
equipment
	P1: Equipment is maintained according to manufacturer's instructions.
P2: Equipment is cleaned where required before, during, and after completion of service.

	CU24:
Comply with 
occupational
health and safety
regulations
	P1: Health and safety work practices are used according to State/Territory legislation.
P2: Miser en place and cooking is carried out with regard to safe work practices.
P3: Equipment is operated in a safe manner according to manufacturer's instructions and principles of occupational health and safety

	CU25: Observe principles and practices of hygiene
	P1: Personal hygiene is maintained at all times.
P2: Food hygiene is maintained according to the principles and practices of hygiene and food safety.

	CU26:
Handle cash
	P1: Cash float is received and checked accurately using correct documentation.
P2: Cash registers are operated using manufacturer's specifications and enterprise procedures.
P3: Cash transactions are carried out promptly, correctly and accurately according to enterprise practices.
P4: Non-cash transactions are carried out correctly according to enterprise procedures.
P5: Safety of cash is ensured, according to enterprise practices.
P6: Reconciliation of takings is carried out accurately using specified documentation



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Personal and food hygiene
K2. Customer relations and communication skills
K3. Basic knowledge of the tourism and hospitality industry

Tools and Equipment

· Stoves
· Cooking Pots
· Containers
· Cutting Boards
· Freezer
· Platters
· Bowls
· Steel Bowls
· Whisk
· Peeler 
· Dough Mixer
· Oven
· Hot Plate
· Deep fryer


Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Non-cash transactions are carried out correctly according to enterprise procedures.
· Safety of cash is ensured, according to enterprise practices.
· Reconciliation of takings is carried out accurately using specified documentation


[bookmark: _Toc9492282][bookmark: _Toc65620229]1013-HRC-71 Plan Catering Control Principles, And Monitor Revenue and Costs

Overview: 
This Competency unit covers the application of catering control principles to the ordering, storage and processing of food, in order to minimize wastage. This Competency standard deals with the skills and knowledge required to establish and monitor the costs involved in operating a food service operation.

	Competency Unit
	Performance Criteria

	CU1:
Plan procedures to
reduce wastage
	• Procedures for reducing wastage are identified,
including:
• portion control
• ordering to specifications
• stock rotation
• using appropriate equipment
• appropriate storage
• standard recipe cards.
• Security measures to reduce loss are identified

	CU2:
Carry out catering
control procedures
	• Portion control is carried out effectively.
• Calibrated equipment is used where appropriate to ensure correct portion control.
• Recipes are followed accurately to avoid mistakes.
• Ordering is appropriate for turnover and is adequate but minimum for requirements.
• Stock is rotated and accurately documented.
• Food is correctly and securely stored to minimize wastage and loss

	CU3:
Dispose of waste
	• Re-usable products including off-cuts, bones and trimmings are utilized effectively.
• Re-cyclable products such as glass, plastics, paper and vegetable matters are utilized or disposed of in an environmentally appropriate way.
• Non-recyclable products are disposed of according to occupational health and safety requirements and relevant regulations.

	CU4:
Establish and maintain a purchasing and 
ordering system
	• Appropriate basic systems for purchasing and ordering is established and implemented efficiently to maximize quality and minimize costs and wastage.
• Systems for storing food items are established and
maintained to avoid deterioration, wastage, theft and
spoilage.
• Stock records are systematically and regularly kept updated.

	CU5:
Establish and maintain a financial control system
	• Departmental and operational income statements are prepared and recorded accurately and on time.
• Budget forecasts are met within defined fiscal periods and any variations are adequately explained.
• Financial records are kept updated and utilized effectively

	CU6:
Maintain a production
control system
	• Food control and production schedules are developed and maintained in a manner which maximizes efficiency and minimizes waste.
• Work flows and staff rostering are designed to minimize Competency unit labor cost.
• Daily sales are monitored accurately and timely adjustments are made to menus to reflect customer preferences

	CU7:
Select and utilize
Technology
	• Appropriate computer systems and business machines are selected and utilized to increase ease and efficiency.
• Appropriate software is selected according to the needs of the establishment.



[bookmark: _Toc9492285]Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Hygiene
K2. Occupational health and safety
K3. Storage of food
K4. Ordering and stock control
K5. Organizational skills and teamwork
K6. Culinary terms commonly used in the enterprise
K7. Logical and time efficient workflow
K8. Inventory and stock control systems
K9. Purchasing, receiving, storing, holding and issuing procedures
K10. costing, yield testing, portion control
K11. Basic knowledge and understanding of accounting systems must be demonstrated.


Tools and Equipment
· Market purchase list
· Purchase orders
· Dry goods bin cards
· Perishable bin cards
· Recipe cards
· Stationary
· Lap top or computer
· Food cost report
· Food production control sheet
· Daily food cost reports

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Maintain a production control system


[bookmark: _Toc65620230]1013-HRC-72 Work in a Socially Diverse Environment 

Overview: 
This Competency standard deals with the skills and knowledge to the cultural awareness that is required by all people working in the tourism and hospitality industries. It includes the cultural awareness required for serving customers and working with colleagues from diverse backgrounds.

	Competency Unit
	Performance Criteria

	CU1:
Communicate with
customers and colleagues
from diverse
backgrounds
	P1: Customers and colleagues from all cultural groups are valued and treated with respect and sensitivity.
P2: Verbal and non-verbal communication takes account of cultural differences.
P3: Where language barriers exist, efforts are made to communicate through use of gestures or simple words in the other person’s language.
P4: Assistance from colleagues, reference books or outside organizations is obtained when required.

	CU2:
Deal with cross cultural
misunderstandings
	P1: Issues which may cause conflict or misunderstanding in the workplace are identified.
P2: Difficulties are addressed with the appropriate people and assistance is sought from team leaders.
P3: When difficulties or misunderstandings occur, possible cultural differences are considered.
P4: Efforts are made to resolve the misunderstanding, taking account of cultural considerations.
P5: Issues and problems are referred to the appropriate team leader/supervisor for follow up.



Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Trainee will be able to understand 
K2. Principles that underpin cultural awareness
K3. Recognition of the different cultural groups in Pakistan society
K4. Basic knowledge of the culture of Pakistan’s indigenous and non-indigenous peoples
K5. Recognition of various international tourist groups (as appropriate to the sector and
K6. individual workplace)
K7. principles of Equal Employment Opportunity Competency unity (EEO) and anti-discrimination
K8. Legislation as they apply to individual employees.
Tools and Equipment

Not required
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
Deal with cross cultural misunderstandings



[bookmark: _Toc65620231]1013-HRC-73 Plan and Organize Work (knowledge based)

Overview: 
This unit describes the performance outcomes, skills and knowledge required to Set objectives and plan work activities, Plan and schedule work activities, implement work Plans, Monitor work activities and Review and evaluate work plans and activities. This unit covers the outcomes required in planning and organizing work. It may be applied to a small independent operation or to a section of a large organization.

	Unit of Competency
	Performance Criteria

	CU1. Set objectives and plan work activities
	P1 Identify work objectives in consultation with supervisor and consistent with organizational aims.
P2 Determine work activities, consistent with, and linked to objectives and broken down into steps in accordance with set time frames.
P3 Establish work activity priorities and deadlines in consultation with others, as appropriate, optimizing the use of time and resources.
P4 Identify your own and team responsibilities and levels of authority to ensure understanding of roles.
P5 Assess resource implications of the work activities as appropriate consistent with workplace procedures.

	CU2. Plan and schedule work activities
	P1 Coordinate schedule of work activities with personnel concerned
P2 Conduct work within established workplace policies and the business goals of the workplace.
P3 Schedule work tasks 

	CU3. Implement work
Plans
	P1 Identify work methods and practices in consultation with personnel concerned.
P2 Implement work plans in accordance with set time frames, resources and standards.

	CU4.  Monitor work activities
	P1 Monitor work activities and compare with set objectives.
P2 Monitor work performance 
P3 Report and coordinate deviations from work activities with appropriate personnel and in accordance with set standards.
P4 Compile reporting requirements with in accordance with recommended format.
P5 Maintain files in accordance with standard operating procedures.

	CU5. Review and evaluate
          work plans and activities
	P1 Review work plans, strategies and implementation based on accurate, relevant and current information.
P2 Base the review on comprehensive consultation with appropriate personnel on outcomes of work plans and reliable feedback.
P3 Get the feedback to identify and develop ways to improve competence within available opportunities.
P4 Provide results of review to concerned parties and formed as the basis for adjustments/simplifications to be made to policies, processes and activities.
P5 Conduct performance appraisal in accordance with organization rules and regulations.
P6 Prepare performance appraisal report and document it regularly as per organization requirements.
P7 Prepare recommendations and present to appropriate personnel/authorities.
P8 Implement feedback mechanisms in line with organization policies

	CU6. Prepare for meetings





	P1 Develop agenda in line with stated meeting purpose
P2 Ensure style and structure of meeting are appropriate to its purpose
P3 Identify meeting participants and notify them in accordance with organizational procedures
P4 Confirm meeting arrangements in accordance with requirements of meeting
P5 Dispatch meeting papers to participants within designated timelines

	CU7. Conduct meetings
	P1 Chair meetings in accordance with organizational requirements, agreed conventions for type of meeting and legal and ethical requirements
P2 Conduct meetings to ensure they are focused, time efficient and achieve the required outcomes
P3 Ensure meeting facilitation enables participation, discussion, problem-solving and resolution of issues
P4 Brief minute-taker on method for recording meeting notes in accordance with organizational requirements and conventions for type of meeting

	CU8. Follow up meetings

	P1 Check transcribed meeting notes to ensure they reflect a true and accurate record of the meeting and are formatted in accordance with organizational procedures and meeting conventions
P2 Distribute and store minutes and other follow-up documentation within designated timelines, and according to organizational requirements
P3 Report outcomes of meetings as required, within designated timelines.

	CU9. Establish schedule requirements







	P1 Identify organizational requirements and protocols for diaries and staff planning tools
P2 Identify organizational procedures for different types of appointments
P3 Determine personal requirements for diary and schedule items for individual personnel
P4 Establish appointment priorities and clarify in discussion with individual personnel

	CU10. Research and confirm career trends


	P1 Apply knowledge of changing organizational structures, lifespan of careers and methods of conducting work search, recruitment and selection processes
P2 Analyze changing worker and employer issues, rights and responsibilities in context of changing work practices
P3 Examine importance of quality careers development services
P4 Maintain all research, documentation, sources and references (electronic or physical) to a high degree of currency and relevance
P5 Analyze implications of relevant policy, legislation, professional codes of practice and national standards relating to worker and employer issues
P6 Research changes and trends in theory of career development counseling and practice
P7 Confirm clusters, levels and combinations of transferable employability skills and preferences that may open employment options spanning more than one occupation or career pathway

	CU11. Assess and confirm ongoing career development needs of target group
	P1 Analyze history and records in assessing needs of target group
P2 Assess success of previous career development services and techniques used for individual or target group
P3 Deploy other means to investigate appropriate care and counseling approaches as required
P4 Maintain privacy and security of all data, research and personal records according to relevant policy, legislation, professional codes of practice and national standards
P5 Establish existing work-life balance requirements, issues and needs

	CU12. Maintain quality of career development services and professional practice
	P1 Analyze and review relevance of career theories, models, frameworks and research for target group
P2 Incorporate into career development services and professional practice, major changes and trends influencing workplace and career-related options and choices
P3 Comply with all relevant policy, legislation, professional codes of practice and national standards that influence delivery of career development services

	CU13. Communicate effectively



	P1 Identify communication barriers and use strategies to overcome these barriers in the client-counselor relationship
P2 Facilitate the client-counselor relationship through selection and use of micro skills
P3 Integrate the principles of effective communication into work practices
P4 Observe and respond to non-verbal communication cues
P5 Consider and respond to the impacts of different communication techniques on the client-counselor relationship in the context of individual clients
P6 Integrate case note taking with minimum distraction.


	CU14. Communicate effectively



	P1 Identify communication barriers and use strategies to overcome these barriers in the client-counselor relationship
P2 Facilitate the client-counselor relationship through selection and use of micro skills
P3 Integrate the principles of effective communication into work practices
P4 Observe and respond to non-verbal communication cues
P5 Consider and respond to the impacts of different communication techniques on the client-counselor relationship in the context of individual clients
P6 Integrate case note taking with minimum distraction

	CU15. Use specialized counseling interviewing skills
	P1 Select and use communication skills according to the sequence of a counseling interview
P2 Identify points at which specialized counseling interviewing skills are appropriate for inclusion
P3 Use specialized counseling communication techniques based on their impacts and potential to enhance client development and growth
P4 Identify and respond appropriately to strong client emotional reactions

	CU16. Evaluate own communication
	P1 Reflect on and evaluate own communication with clients
P2 Recognize the effect of own values and beliefs on communication with clients
P3 Identify and respond to the need for development of own skills and knowledge




Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
K1. Communication skills: 
K2. sharing information, 
K3. listening and understanding, 
K4. negotiation,
K5. facilitation and team collaboration
K6. the ways of conducting team meetings
K7. List down motivation skills
K8. Outline the organization’s strategic plan, policies 
K9. rules and regulations, laws and objectives for work unit activities and priorities
K10. Outline organizations policies, strategic plans, guidelines related to the role of the work unit
K11. Explain team dynamics and facilitation processes
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Reflect on and evaluate own communication with clients
· Recognize the effect of own values and beliefs on communication with clients
· Identify and respond to the need for development of own skills and knowledge


[bookmark: _Toc65620232]1013-HRC-74 Healthy Meal and Nutrition

Overview:
A healthy meal is essential for good health and nutrition. It protects you against many chronic non-communicable diseases, such as heart disease, diabetes and cancer. Including less salt, sugars, saturated and industrially-produced trans-fats, are essential for healthy meal.
A healthy meal is a combination of different foods like fresh fruits, vegetables, more of proteins, low-fat dairy and yoghurt.
This competency provides knowledge and skills required to prepare menus of healthy & nutritious meals.

	     Competency units
	                                Performance Criteria

	CU1:
Prepare a healthy meal plan according to food nutrition.
	P1: Identify age group of the guest meal plan is required.
P2: Calculate amount of carbs, sugar, fats, proteins, sodium, fibers and calories for the meal plan required for the age group of guests.
P3: Allocate amounts of meat, vegetables, dairy, fruits for the 
      Meal plan.
P4: Divide amounts allocated in to different food groups like appetizer, main course, dessert etc.
P5: Ensure each portion size is reduced by 30% to meet a healthy
       Meal plan. 

	CU2:
Build a healthy breakfast menu. 
	P1: Ensure vitamin C enriched citrus fruits like grapefruit Or Orange are included in breakfast.
P2: Ensure cereals with skimmed or low-fat milk are part of breakfast.
P3: Ensure hard boiled or poached eggs are included.
P4: Ensure fresh fruits with low-fat yoghurt added to breakfast menu. 
P5: Include lean grilled meat and beans to add more proteins. 




Knowledge & Understanding
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out the tasks covered in this competency standard. This includes:
healthy diet is essential for good health and nutrition.
 
· Eat less fat:
 
· Limit intake of sugars:
 
· Reduce salt intake:
· Make part of meal:

Critical Evidence(s) Required
The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Prepare a healthy meal plan according to food nutrition.


Tools & equipment
· Nutrition charts.
· Calorie converter charts.
· Calculator.
· Weighing scale.
· Recommended fats intakes.
· Lists of local ingredients with less sugar, fats and sodium.
· List of local ingredients rich in fiber, carbs and Omega 3.








    Islamabad 31st May, 2019
[bookmark: _Toc65620233]NOTIFICATION

No. F. 5(13)/2018-DD (TE):     In pursuance of sub-section (d) of section-6" Functions of the Commission" National Vocational & Technical Training Commission (NAVTTC) Act-2011, NAVTTC is pleased  to approve and notify following qualifications in twenty (20) trades for Level 1-5 under National Vocational Qualification Framework (NVQF), which have been developed in compatibility with latest global trends in the fields and fulfilling requirements  of competency based training and assessment (CBT&A) system. The qualifications have been developed and validated in collaboration with TEVTAs, QABs, industry and other relevant stakeholders: - 

	S#
	National Vocational Qualifications 

	
	National Qualification Level-5 diploma in Automobile Technology

	
	National Qualification Level-5 diploma in Civil Technology 

	
	National Qualification Level-5 diploma in Construction Technology 

	
	National Qualification Level-5 diploma in Information & Commutation Technology (ICT) 

	
	National Qualification Level-5 diploma in Garment Manufacturing Technology

	
	National Qualification Level-5 diploma in Electrical Technology

	
	National Qualification Level-5 diploma in Electronics Technology

	
	National Qualification Level-5 diploma in Instrumentation Technology

	
	National Qualification Level-5 diploma in Computer Aided Design & Manufacturing (CAD /CAM)

	
	National Qualification Level-5 diploma in Mechanical Technology

	
	National Qualification Level-5 diploma in Graphics Designing 

	
	National Qualification Level-5 diploma in Heating, Ventilation, Air-conditioning & Refrigeration (HVACR) Technology

	
	National Qualification Level-5 diploma in Media Production

	
	National Qualification Level-5 diploma in Hotel Management

	
	National Qualification Level-5 diploma in Professional Chef

	
	National Qualification Level-5 diploma in Tourism Management

	
	National Qualification Level-5 diploma in Hair & Beauty Services

	
	National Qualification Level-5 diploma in Fashion Designing

	
	National Qualification Level-5 diploma in Ceramics Technology

	
	National Qualification Level-5 diploma in Telecom Technology




2.	All the TVET related institutions / organizations are required to implement aforementioned qualifications so that a uniform and standardized TVET qualification system is established in Pakistan and efforts are made for international equivalence / recognition of these qualifications.
 
3.	Competency Standards of the above enlisted qualifications can be accessed at NAVTTC's website (www.navttc.org).
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(Muqeem Islam)
Director General (Skill Standards & Curricula) 
Phone: 051-9215385

Distribution:
Federal Secretary, Ministry of Federal Education & Professional Training, Govt of Pakistan
Federal Secretary, Ministry of Overseas Pakistanis and Human Resource Development, Govt of Pakistan, Islamabad
Federal Secretary, Ministry of Industry and Production, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Textile Industry, Govt of Pakistan, Islamabad
Federal Secretary, Ministry of Commerce, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Railway, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Climate Change, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Religious Affairs, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Communication, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Aviation Division, Govt of Pakistan, Islamabad 
Federal Secretary, Ministry of Science & Technology, Govt of Pakistan, Islamabad 
Chairperson, Punjab Technical Education and Vocational Training Authority (P-TEVTA), Lahore
Managing Director, Khyber Pakhtunkhwa Technical Education and Vocational Training Authority (KP-TEVTA),  
Managing Director, Sindh Technical Education and Vocational Training Authority (S-TEVTA), Karachi 
Chairman, Azad Jammu & Kashmir, Technical Education and Vocational Training Authority (AJ&K TEVTA), Muzafarabad
Director TVET Cell, Gilgit Baltistan, Gilgit
Director General, Punjab Vocational Training Council (PVTC), Punjab 
Managing Director,  Technology Upgradation and Skill Development Company (TUSDEC) Lahore
Project Director, Punjab Skill Development Program (PSDP) Lahore  
CEO, Punjab Skill Development Fund, Lahore
Rector, UNTECH University Islamabad 
National Deputy Leader, GIZ Islamabad 
PS to Minister of Federal Education & Professional Training, Govt of Pakistan 
PS to Special Adviser to the Prime Minister on Youth Affairs, Prime Minister's Office, Islamabad 
Chairperson, Federal of Pakistan Chamber of Commerce and Industry (FPCCI), Karachi 
Conveyor, Sector Skills Council (Textile/ Construction/ Renewable Energy/ Hospitality and Tourism)
Director Technical Education and Vocational Training Authorities (TEVTA), Balochistan 
Chairman, Pakistan Tourism Development Corporation, Lahore 
Chairman, PCSIR Headquarters, Islamabad 
Director General, Pakistan Forest Institute, Peshawar 
Chairman, Wafaq ul Madaris, Multan
Director General, Staff Welfare, Islamabad 
Director General, NISTE Capital Administration and Development Division, Islamabad 
Director General, National Training Bureau, Islamabad 
Chairmen, Provincial Technical Education Boards
Chairmen, Provincial Trade Testing Boards 
Secretary, IBCC, Islamabad: with the request that National qualifications of Level 5 diploma in the aforementioned trades may be considered equivalent to Diploma of Associate Engineer/HSSC after inclusion of compulsory courses in the light of IBCC general requirement.  
Copy for information to: - 
DG (P&D)/(A&F)/ (A&C) (S&C) NAVTTC
Director General(s), NAVTTC Regional Office(s).
Sr. Technical Advisor, TSSP-GIZ
Staff Officer to Chairman, NAVTTC 
PS to Executive Director, NAVTTC Islamabad 
Concerned File/ Office Copy 
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