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1. [bookmark: _Toc88652459]Introduction

 Tourism is one of the major & fastest growing industries of the modern world and helps create business opportunities as well as jobs at the local community levels. The present federal Govt. has rightly recognized the immense potential of tourism industry in our country and is now taking steps to tap this potential to overcome the shortfall of foreign exchange. National Tourism Coordination Board (NTCB) has been constituted for the first time involving industry professionals to tackle issues currently faced by the tourism industry as well as others stakeholders.
 Pakistan is one of the very few countries to have natural landscapes form the depth of ocean to the highest mountains. We have the three highest mountains ranges of the world and 5 summits above 8,000 meters. These mountains offer fascinating valleys and unique cultures for the visitors. We host some of the earliest civilizations of the world; from Mehr Garh to Indus valley civilization to Gandhara. This fascinating heritage is one of the many reasons, tourists visit Pakistan, but it is certainly not the only one.  Exciting adventure attractions, varied animal life, historical ruins and monuments, and the beautiful sceneries are just few of the many reasons to visit Pakistan. The mountain ranges feature alpine meadows and coniferous forests, leading down into desert plains, coast line and lands basin, also attract tourists to see all beautiful places located in different parts of Pakistan.
 With consistent & sustained growth in domestic tourism over the last few years, it is imperative to train local staff with skills necessary for successfully running the local businesses. Now local tourists find it easier and faster to travel to their desired locations to spend their vacations.  At popular domestic destinations we are already facing situations where tourists far outnumber the accommodation available and end up sleeping in their cars. We need to train our youth to benefit from these lost opportunities. 
 Tourism calls for coordination and cooperation between airlines, travel agents, tour operators, hoteliers, transporters, restaurants, theme parks, gift shops and tourists. The industry relies more heavily on services than on goods. Consequently, it creates a lot of jobs in the remote villages & valleys and also in major cities. With trained & skilled manpower from local host communities, we can offer superior services to tourists at their desired destinations.  
 This course on Tourism Management is designed as a comprehensive training program to study the subject contents both for male and female trainees at Diploma level. This training program covers basics of the subject like introduction of the concept, principles, constituents, organization, entrepreneurship skills; the economic and managerial aspects of tourism; the historical and modern insights into the industry; the marketing, organizational and technological issues involved at national level. It involves the management of multiple activities such as studying tour destination, planning the tour, making travel arrangements and providing accommodation. It also covers marketing efforts to attract tourists to travel particular destinations at local, regional, national and international levels.
[bookmark: _Toc88652460]2. Purpose the Qualification

The purpose of this qualification is to give the trainee a thorough understanding of the tourism sector as an industry. The tourism sector is diversified and continuously subject to changes. It is therefore important to stress the need for a multidisciplinary approach to meet the challenges within the sector. Upon successful completion of this course the trainees should be able to:
1. Explain the core elements and the historical development of the tourism value chain.
1. Give an account of essential tourism trends.
1. Demonstrate an understanding of different tourism and hospitality products.
1. Understand how tourism and hospitality products are marketed.
1. Discuss issues/challenges in tourism industry, such as the impacts of tourism and corporate social responsibility practices for       implementation.
1. Point out relevant industry stakeholders & their roles in driving innovative tourism policy-making and strategic decision-making.
[bookmark: _Toc88652461]3. Overall objectives of training course

The primary objective of this training program is to provide the trainees with up-to-date knowledge and skills required for tour management operations to cope the challenges of the tourism industry. After qualifying the course at different levels (Level 1 – 5), the students will be able to get job in the tourism industry and also be able to perform as entrepreneurs. The contents of the course are specifically designed in such a way that it covers all the major tourism aspects hence, the students are sufficiently exposed to operational requirements of this sector and are ready to perform their duties confidently.

    The overall objectives of this qualification are to:

· Improve the overall quality of training delivery and setting national benchmarks for training of Tourism Management (Level 1-5) at national level.
· Provide flexible and progressive learning opportunities for trainees to receive relevant and up-to-date skills in tourism industry.
· Provide basics for competency-based assessment which is recognized and accepted by employers in modern days.
· Establish a standardized and sustainable training in consultation with the tourism industry.



[bookmark: _Toc88652462]4. Competencies to be gained after completion of course

After completing this course, the students will be capable of performing different tourism management operations effectively in tourism industry. Furthermore, this skilled training program enables the students to develop multispectral competencies such as creative thinking, problem solving, research skills, personal and group management, presentation and communication skills, technical and professional negotiations related to Tourism Management operations. The below listed competencies imprinted by this training program are quite prominent to the students’ profile to enhance their employability in Tourism Industry:

· Knowledge and concepts of processing operations in tourism industry.
· Creative thinking and troubleshooting skills in operations.
· Potential to translate theoretical knowledge into practice.
· Identify and explore potential areas of opportunities.
· Develop strategies to maintain quality and safety.
· Time management, team building and conflict resolution with stakeholders.
· Safe and secure use of workplace tools, techniques and materials at on sites.
· Digital documentation and effective communication skills.
· Working in commercial setups and meeting the timelines.

[bookmark: _Toc88652463][bookmark: _Hlk61348492]5. Job opportunities available immediately and in the future

     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 as assigned as follow Tourism Transport Assistant Level 2, Ticketing  reservation Assistant Level 2, Tour Guide Level 3, Camp Supervisor Level 3, Tour Leader Level 4, Event coordinator Level 4, Assistant Tour Manager Level 4, Tour Counselor Level 5, Assistant Tourism Officer Level 5.A
[bookmark: _Hlk61348527]
[bookmark: _Toc88652464]6. Trainee Entry Level:

Entry requirements of these qualifications are Middle. 

[bookmark: _Toc88652465]7. Minimum Qualification of Trainer
· 2-5 years of professional experience in tourism industry after DAE (Tourism  Management)/ Bachelors degree in Tourism Management.

[bookmark: _Toc88652466]8. Recommended trainer: trainee ratio
· The recommended trainer and trainee ratio is 1:24 per class

[bookmark: _Toc88652467]Medium of Instruction:
· Urdu, English or Local Language



[bookmark: _Toc88652468]10. QUALIFICATION DEVELOPMENT COMMITTEE
  The following members participated in the qualifications development workshop from 25-29,Jan,  2021, in Lahore:
	Sr. No
	Name & Designation
	Organization

	1. 
	Mr. Muhammad Asim 
Coordinator/ Deputy Director
	SS&C Wing-NAVTTC, Islamabad 

	1. 
	Mr. Muhammad Nasir Khan
DACUM Facilitator
	EX-DD, SS&C Wing-NAVTTC, Islamabad

	1. 
	Mr. Ali Raza
Instructor
	GSTC, Faisalabad

	1. 
	Mr. Muslim Farooq
Tourism Instructor
	ITHM, Lahore

	1. 
	Mr. Mohsin Ali Sindhu
Director Operations / Consultant
	Bara-Dari Event Complex , Lahore

	1. 
	Ms. Haifa Azhar
Manager Sales & Marketing
	Park Lane Hotel, Lahore

	1. 
	Ms. Mariyam Zahid
Sr Trainer/Freelancer/Consultant
	Hashoo Foundation, Lahore

	1. 
	Mr. Mujahid Hussain 
Freelancer/ Trainer/Consultant
	Islamabad 

	1. 
	Mr. Muhammad Mazhar Virk
Administrator
	Offroad Travel and Tours, Lahore

	1. 
	Mr. Numan Asif
Consultant/ Visiting faculty
	COTHM, Lahore

	1. 
	Mr. Qasim Raza
Manager Academics/Sr Instructor
	ITHM, Faisalabad

	1. 
	Ms. Farwah Munir
Freelancer
	Lahore


[bookmark: _Toc88652469]11. Duration of Course (Total time, theory & practical)
	Module #
	Title
	Theory Total
(Hours)
	Practical Total
(Hours)
	Total
(Hours)
	Credit hours

	1. 
	Work safely in an office environment
	10
	40
	50
	5

	2. 
	Operate digital media technology
	20
	60
	80
	8

	3. 
	Create User Documentation ( added)
	10
	40
	50
	5

	4. 
	Identify Tourism Geography
	20
	60
	80
	8

	5. 
	Identify National Tourist Destinations
	20
	80
	100
	10

	6. 
	Identify Top International Tourist Destinations
	20
	60
	80
	8

	7. 
	Apply updated practices in Tourism Industry
	20
	60
	80
	8

	8. 
	Apply psychology in Tourism Industry
	20
	60
	80
	8

	Total hours
	140
	460
	600
	60






















[bookmark: _Toc88652470]12.SUMMARY OF COMPETENCY STANDARDS

The proposed curriculum is composed of core along with generic modules that will be covered in 600 hrs. It is proposed that the course will be delivered in 6 Months period (Level 1-2). The distribution of contact hours (practical & theory) is given below:

· Theory: 140 hours

· Practical: 460 hours

[bookmark: _Toc88652471]13. SUMMARY – OVERVIEW OF THE CURRICULUM (Core Competences)

	Module Title
	Learning Units
	Theory Days/hours
	Workplace Days/hours
	Timeframe of modules

	Module 1.
Identify Tourism Geography

	LU1. Understand tourism geography
LU2. Familiarize with geographical terminology
LU3. Explore geographical components of tourism
LU4. Learn national and international geographical attractions
	


20
	


60
	


80

	Module 2.
Identify National Tourist
Destinations

	LU1. Explore national tourist attractions
LU2. Describe  4 “A”s of destinations
LU3. Evaluate  destinations


	


20
	


80
	


100

	Module 3.
Identify Top International Tourism Destinations
	LU1. Recognize international destinations
LU2. Explore international destinations
LU3. Recognize important elements in selection of destination
LU4. Analyze tourism revenue from inbound visitors
	


20
	


60
	


80

	Module 4.
Apply updated practices in Tourism Industry
	LU1. Identify structure and operation of tourism industry
LU2. Apply legal and ethical obligations of tourism industry
LU3. Evaluate the impact of emerging technologies in tourism industry
LU4. Upgrade personal and organizational knowledge of the tourism industry
	


20
	


60
	


80

	Module 5.
Apply Psychology in Tourism Industry
	LU1. Develop Understanding about Psychology of Tourism
LU2. Explain Push and Pull factors in Tourism
LU3. Apply Plog’s classification in travelling

	

20
	60
	80

	DIGITAL SKILLS

	Module 1.
Operate digital media technology
	LU1. Use appropriate OHS office work practices
LU2. Identify and select appropriate digital media package
LU3. Use digital media package
LU4. Review digital media design
	20
	60
	80

	Module 2.
Create technical documentation
	LU1. Identify and analyze documentation requirements and client needs
LU2. Design documentation
LU3. Develop documentation
LU4. Evaluate and edit documentation
LU5. Prepare documentation for publication
	20
	40
	50

	SOFT SKILLS

	Module 1.
Work safety in an office environment
	LU1. Work safely
LU2. Implement workplace safety requirements
LU3. Participate in OHS consultative processes
LU4. Follow safety procedures
	10
	40
	50






















[bookmark: _Toc88652472]LEVEL- 1&2

34 | P a g e

[bookmark: _Toc88652473]Module 1   Identify Tourism Geography
Objective: After completing this module, the learner will be able to identify tourism geography components, and terminology of tourist attractions.
	Duration:
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning  Place

	LU1. Familiarize with geographical terminology
	· Interpret the maps and world globe components

· Identify the meaning of longitude & latitude

· Illustrate the Greenwich mean time and other time zones

· Differentiate time variances of geographical regions

· Operate the Google map application in GPS
	· Connection between tourism and geography

· Importance of Maps in Tourism.

· Define longitude & latitude.

· Importance of Greenwich with respect to Pakistan standards time.

· Importance of GPS in Tourism industry.

· How to take coordinates with GPS and maps

	06 hours Theory

20 hours Practical

Total: 26
	· Globe
· Local and regional maps
· GPS

	Class Room and workplace 

	LU2. Explore geographical components of tourism
	· Identify different elements of tourism geography 

· Explore the role of places and regions in tourism

· Provide destinations components

· Identify tourist attractions and events of the area 

· Illustrate the components of landscape

· Assess climatic conditions of the region

· Present historical dimensions of tourism geography 

· Create connection among leisure, recreation and tourism
	· Define elements of tourism geography.

· Geographically terrain recognition

· Define climatic regions in Pakistan.
	06 hours Theory

20 hours Practical

Total: 26
	· Globe
· Local and regional maps
· GPS

	

	LU3. Learn national and international geographical attractions
	· Locate the highest mountains and peaks of different regions

· Locate the lakes and valleys of different regions

· Locate forests and beaches of different regions

· Explore tourist resorts at geographical locations of the area
· Locate the dessert areas of the region
	· Enlist popular geographical attractions (mountain areas) of Pakistan.

· Explain the climatic conditions of land and sea.
 


	08 hours Theory

20 hours Practical

Total: 28
	· Globe
· Local and regional maps
· GPS

	



[bookmark: _Toc88652474]Module 2 Identify National Tourist Destinations
Objective: After completing this module, the learner will be able to locate popular & potential national destinations, 4 “A”s of destination and destination management. 

	Duration:
	Total hours
	100
	Practical
	80
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Explore national tourist attractions
	· Locate tourist destinations in Punjab

· Locate tourist destinations in KPK

· Locate tourist destinations in Gilgit Baltistan

· Locate tourist destinations in Sind

· Locate tourist destinations in Baluchistan

· Locate tourist destinations in Kashmir
	· Define National destinations.
 
· Explain events and activities at destinations at regional levels. 




	10 hours Theory

20 hours Practical

Total: 30 hours
	Maps

Brochures of National attractions

Destination Images/videos

Domestic events schedules
	Class Room and workplace

	LU2. Describe  4 “A”s of destinations
	· Find the modes of accessibility to various destinations 

· Classify types of Attractions and events at the destinations 

· Classify the forms of accommodation at destinations

· Compare the Amenities at different destinations
	· Define 4 A’s (Attractions, access, amenities and ancillary).

· Explain means of transport to reach destinations.

· Accommodation facilities available in targeted destinations.

	05 hours Theory

30 hours Practical

Total: 35 hours
	Maps

Brochures of National attractions

Destination Images/videos
	Class Room and
workplace


	LU3. Evaluate  destinations
	· Analyze existing condition of destinations   

· Evaluate the climatic conditions of different destinations

·  Evaluate the cleanliness and maintenance standards of destinations

·  Verify the basics of security related to destinations

· Be able to communicate information 

· 

· Prepare Dos & Don’ts for destinations 

· Be aware of  local authority role
	· Explain Climatic conditions of destinations.

· Local regulations

· Understanding of local language of the destination.

· Existing security measures for each destination.

· Explain Do’s and Don’ts for destination (transport, food and accommodation).
	05 hours Theory

30 hours Practical

Total:35hours
	Maps

Brochures of National attractions

Destination Images/videos
	Class Room and workplace



[bookmark: _Toc88652475]Module 3 Identify Top International Tourist Destinations
Objective: After completing this module, the learner will be able to identify international tourist destinations, elements of selection and revenue analysis. 

	Duration:
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Recognize international destinations
	· Exhibit basic approaches to find top destinations

· Find specific characteristics of the destinations

· Identify the selection criteria of destination
	· Define Tourist destinations and selection of tourist destinations around the world.

· Selection of criteria destination considering the age group and gender.
	05 hours Theory

15 hours Practical

Total hours 20
	· World globe
· Brochures of international attractions
· International destination Images/ videos 

	Class Room and workplace

	LU2. Explore international destinations
	· Locate top tourist destinations of Asia 

· Locate top tourist destinations of Europe 

· Locate top tourist destinations of Africa 

· Locate top tourist destinations of Australia

· Locate top tourist destinations in Antarctica 

· Locate top tourist destinations in South America
· Locate top tourist destination in North America
	· Tourist flows at different destinations

· Popular attractions that makes a destination likely

	05 hours Theory

15 hours Practical

Total hours 20
	· Calendar of activities at international destinations
· Hotels list/manuals around the globe
	Class Room and workplace

	LU3. Recognize important elements in selection of destination
	· Explore weather conditions of destination

· Identify key attractions of a destinations

· Examine political, economic, social and legal  factors of selected destination

· Analyze facilities, services and  estimated budget of top destinations

· 
	· Factors that can affect the tourist flow at different destinations

· Travel/Visa friendly destinations
	05 hours Theory

15 hours Practical

Total hours 20
	· Calendar of activities at international destinations
· Hotels list/manuals around the globe
	Class Room and workplace

	LU4. Analyze tourism revenue from inbound visitors
	· Calculate the annual tourism revenue of specific period

· Analyze  the reasons of revenue fluctuations in a specific destination

· Explore the key sources of revenue of a destination

· Explore the prospects of tourism products on offering
	· Tourist revenue calculation of specific periods 

· Knowledge of visa processing

	05 hours Theory

15 hours Practical

Total hours 20
	· Calendar of activities at international destinations
· Hotels list/manuals around the globe
	Class Room and workplace




[bookmark: _Toc88652476]Module 4   Apply updated practices in Tourism Industry

Objective: After completing this module, the learner will be able to identify the impact of ethical, legal issues and to apply information on tourism industry technology. 

	Duration:
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Identify structure and operation of tourism industry
	· Explore the fundamentals of structure and operations of the tourism industry  

· Identify sources of general information in tourism industry

· Access and comprehend specific information of relevance to the tourism industry

· Identify the knowledge required to enhance the quality of tourism industry
	· Elaborate sources of fetching realistic tourism statistics.

·  Interpret and sort relevant information (structure of operations, quality of tourism industry).


	4 hours Theory

14 hours Practical

Total hours 18
	Tourism industry organizational
charts

Computer / Smart phone

Application software related to tourism industry
	Class Room and workplace

	LU2. Apply legal and ethical obligations of tourism industry
	· Obtain information on legal issues to assist effective work performance

· Implement legal obligations and ethical practices to conduct day-to-day tourism activities
	· Elaborate communication skills to provide up-to-date information to relevant sector 

· Define legal obligations and ethical practices.

	4 hours Theory

14 hours Practical

Total hours 18
	Tourism industry organizational
charts

Computer / Smart phone


Application software related to tourism industry
	Class Room and workplace

	LU3. Evaluate the impact of emerging technologies in tourism industry
	· Source and access information on current and emerging technologies 

· Identify the potential effects of different technologies on the tourism organization process

· Apply knowledge of current and emerging technology in day-to-day work activities
	· Importance of writing skills for taking notes. 

· Summarize and record information in basic documents
	4 hours Theory

14 hours Practical

Total hours 18
	Tourism industry organizational
charts

Computer / Smart phone


Application software related to tourism industry
	Class Room and workplace

	LU4. Upgrade personal and organizational knowledge of the tourism industry
	· Identify and use a range of opportunities to update knowledge  of the tourism industry 

· Share updated information to concerned person for improvement

· Incorporate the up-to-date information in day-to-day work activities
	· Highlight communication skills (7 Cs).



	8 hours Theory

16 hours Practical

Total hours 26
	Tourism industry organizational
charts

Computer / Smart phone


Application software related to tourism industry
	Class Room and workplace



[bookmark: _Toc88652477]Module 5   Apply Psychology in Tourism Industry
Objective: After completing this module, the learner will be able to develop an understanding about tourism psychology, its importance and contribution in tourism. 

	Duration:
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools
& Equipment) Required
	Learning Place

	LU1. Develop Understanding about Psychology of Tourism
	· Illustrate Maslow’s Theory of human needs

· Identify the  primary and secondary needs of a tourist

· Classify the types of motivation

· Analyze the role of motivation to trigger a tourist activities
· Examine the intrinsic and extrinsic motives of a visitor
	· Connection of human needs and wants with tourism.

· Trigger/brainstorm a tourist activity (group discussion, presentation).



	06 hours Theory

20 hours Practical

Total hours: 26
	· Charts
· Stationary
· Computer
	Class Room and workplace

	LU2. Explain Push and Pull factors in Tourism
	· Demonstrate the role of Push Factors in tourist decision 
· Demonstrate the role of Pull Factors in tourist decision
	Human motivation techniques in travelling
	06 hours Theory

20 hours Practical

Total hours: 26
	· Charts
· Stationary
Computer
	Class Room and workplace


	LU3.  Apply Plog’s classification in travelling
	· Classify allo-centric and psycho-centric traveler

· Identify the concerns and needs of different types of tourists 
· Attract the traveler according to psychology
	· Describe Push and Pull factors in tourism. 

· Differentiate Allo-centric and Psycho-centric traveler.
	08 hours Theory

20 hours Practical

Total hours: 28
	· Charts
· Stationary
· Computer
	Class Room and workplace



[bookmark: _Toc88652510]Module 6: Operate digital media technology
Objective: After completing this module, the learner will be able to understand and utilize digital media according to the enterprise policies and procedures 

	Duration: 
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Use appropriate OHS office work practices
	· Use safe work practices to ensure ergonomic, work organization, energy and resource conservation
 requirements are addressed 

· Use wrist rests and document holders where appropriate 

· Use monitor anti-glare and radiation reduction screens where appropriate
	·  Role of digital media in modern era

· Appropriate use of IT tools( desktops, laptops, printers etc)
	05 hours
Theory

15 hour
Practical

Total:20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2. Identify and select appropriate digital media package
	· Identify the basic requirements of a design brief, including user environment 

· Research and review suitable available digital media packages 

· Select an appropriate digital media package to meet design brief requirements
	·  Planning of package

· Appropriate design of package

	05 hours
Theory

15 hour
Practical

Total:20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3. Use digital media package
	· Procure or create suitable data to meet requirements of the brief 

· Manipulate data using digital media package tools 

· Ensure naming and storing of documents in appropriate file format in directories or folders
	·  Effects on sale by using digital media
	 05 hours
Theory

15 hour
Practical

Total:20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace


	LU4. Review digital media design
	· Evaluate design for creative, dramatic and technical quality, file size, and suitability to meet the brief 

· Test and run any incorporated graphics, video or sound as part of a digital media presentation and present designs in the appropriate format 

· Review final product against design brief
	· Understanding of digital media design
	05 hours
Theory

15 hour
Practical

Total:20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector
	Class room and work place



[bookmark: _Toc88652511]
Module 7: Create technical documentation
Objective: After completing this module, the learner will be able to gather technical requirements and will do the design, develop & evaluate technical documents.
	Duration: 
	Total hours
	50
	Practical
	40
	Theory
	10


 
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Identify and analyze documentation requirements and client needs
	· Consult with client to identify documentation requirements 

· Interpret and evaluate documentation requirements and confirm details with client
 
· Investigate industry and documentation standards for requirements
 
· Define and document the scope of work to be produced
 
· Consult with client to validate and confirm the scope of work
	· Requirements gathering techniques
· Documentation vetting techniques
	4 hours
Theory

8 hour
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2. Design documentation
	· Identify information requirements with reference to layout and document structure 

· Create document templates and style guides consistent with information requirements 

· Conduct a review of the system in order to understand its
	· Different templates for designing of documentation
	4 hours
Theory

8 hours
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3.  Develop documentation
	· Write technical documentation based on the template and scope of work using the information gathered 

· Translate technical terminology into plain English where appropriate 

· Apply content format and style according to documentation standards and templates
	· Understanding of different business jargons. 
	4 hours
Theory

8 hours
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU4. Evaluate and edit documentation
	· Submit technical documentation to appropriate person for review
 
· Gather and analyze feedback 

· Incorporate alterations into the technical documentation 

· Edit the technical documentation for technical and grammatical accuracy
	· Describe the use of checklist

· use of brain storming and brain mapping
	4 hours
Theory

08 hours
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU5. Prepare documentation for publication
	· Check that the completed technical documentation meets client requirements and scope of work 

· Submit the technical documentation to appropriate person for approval 

· Prepare the technical documentation for publication and distribution using appropriate channels
	· Proof reading 
	4 hours
Theory

08 hours
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace
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[bookmark: _Toc88652517]Module 8: Work safely in an office environment
Objective:  After completing this module, the learner will be able to plan, practice workplace occupational health and safety (OHS) processes and understand the emergency and disaster procedures.

	Duration:
	Total hours
	50
	Practical
	40
	Theory
	10



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Work safely
	· Follow established safety procedures when conducting work 

· Carry out pre-start systems and equipment checks in accordance with workplace procedures
	·  Explain responsibilities of employers and employees under relevant health and safety regulation
	3 hours    Theory

10 hours     Practical

13 hours
Total


	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2. Implement workplace safety requirements
	· Identify designated persons for reporting queries and concerns about safety in the workplace
 
· Identify existing and potential hazards in the workplace, report them to designated persons and record them in accordance with workplace procedures 

· Identify and implement workplace procedures and work instructions for controlling risks 

·  Report emergency incidents and injuries to designated persons 

· Maintain emergency contact list
	· Role & responsibilities of safety owner

· Report of potential hazards at the workplace to
designated persons and record at workplace

· Workplace procedures and work instructions for controlling risks and identifying and reporting risk triggers

	3 hours
Theory

10 hour
Practical


Total hours: 13
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3.  Participate in OHS consultative processes
	· Contribute to workplace meetings, inspections or other consultative activities 

· Raise OHS issues with designated persons in accordance with organizational procedures 

· Take actions to eliminate workplace hazards or to reduce risks
	· Describe emergency procedures including procedures for fires, accidents and evacuation as per enterprise standards
	2 hour
Theory

10 hour
Practical

Total:  12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector
	Class Room and workplace

	LU4. Follow safety procedures
	· Identify and report emergency incidents
 
· Follow organizational procedures for responding to emergency incidents
 
· Check of safety tools
	· Outline commonly used hazard signs and safety symbols as per organization standards

· Preparation of preventive & maintenance equipment reports

	2 hours
Theory
10 hours
Practical
Total: 12 hours
	Laptop/Computer White board Projector screen Multimedia
projector

	Class room and work place
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	Sr. No
	DESCRIPTION

	1.
	Globe

	2.
	Local and regional maps

	3.
	GPS

	4.
	Brochures of national attractions

	5.
	Destination images & videos

	6.
	Brochures of international attractions

	7.
	International destination videos & images

	8.
	Calendar of activities at international destinations

	9.
	Hotel list manual around the globe

	10.
	Tourism industry organizational charts

	11.
	Computer

	12.
	Application software related to the tourism industry

	13.
	Reception desk

	14.
	Telephone

	15.
	Fax

	16.
	Printer

	17.
	Weigh scale

	18.
	Key card machine

	19.
	Calculating machine

	20.
	Credit card machine

	21.
	Electronic cash register

	22.
	Safe-deposit box

	23.
	Stationary

	24.
	Charts

	24.
	Android applications (Facebook, Twitter, Skype)

	25.
	Computer software (such as the professional version of Windows, etc.)

	26.
	Internet access

	27.
	Portable Camera (such as above the monitor or embossed in laptop)

	28.
	Desktop computer

	29.
	Record books

	30.
	Ledger books

	31.
	Visitor attraction Maps

	32.
	Transport equipment information

	33.
	Human accessibility equipment (such as wheelchair etc.)

	34.
	Brochures of user attraction

	35.
	Advertisement brochure

	36.
	Local road maps

	37.
	Promotional banners

	38.
	Environmental policy journals

	39.
	Banners

	40.
	Sports activities calendars

	41.
	Personal safety equipment

	42.
	Internet devices

	43.
	Vomit bags

	44.
	Sanity accessories

	45.
	Equipment (outdoor) for trekking (complete set)

	46.
	Paragliding

	47.
	Skiing

	48.
	Mountaineering

	49.
	Cycling

	50.
	Basic water sports equipment

	51.
	GDS System

	52.
	CRS System

	53.
	Multi-media

	54.
	Screen

	55.
	Fire extinguishers

	56.
	Meeting calendars

	57.
	Computer policies & regulations

	58.
	Communication equipment

	59.
	MIC & Speakers

	60.
	Play-Cards

	61.
	Calculators

	62.
	Regional Maps

	63.
	Printing materials & accessories

	64.
	Record keeping

	65.
	Fire safety equipment

	66.
	Financial notebook

	67.
	CSR manual

	68.
	Computer set

	69.
	Internet access (At destination)

	70.
	Mobile phones (both with guide & tourist)

	71.
	Power bank (of high MGHs)

	72.
	Google map application

	73.
	News / Magazine reports on sustainable tourist

	74.
	Documentaries

	75.
	Picture & video clips of destinations

	76.
	Picture & video clips of tours

	77.
	Picture & video clips of activities

	78.
	Tourism policy manuals

	79.
	Research papers on sustainable /eco /responsible tourism

	80.
	Different types of tents

	81.
	Different types of mattress

	82.
	Different types of sleeping bags

	83.
	Ropes & knots with rock climbing equipment

	84.
	Compass

	85.
	Altimeter

	86.
	GPRS

	87.
	First aid kit

	88.
	Mountaineering equipment

	89.
	Camping kitchen equipment (Light stoves & trek utensils)

	90.
	Mountaineering Rules & Regulations by (former) Federal Ministry of tourism

	91.
	Trekking Rules & Regulations by (former) Federal Ministry of tourism

	92.
	Pamphlets of destination

	93.
	Brochures of destination

	94.
	Cultural-historical maps

	95.
	Heritage sites brochures

	96.
	Economic journals

	97.
	Products journals

	98.
	Cleaning equipment

	99.
	Animal care utensils

	100.
	Animal welfare policy document

	101.
	Public use plans (PUP)

	102.
	Using specific research

	103.
	Develop a vision for the destination

	104.
	Set the goals for tourism development

	105.
	Compile a visitor survey

	106.
	Collect visitors experience

	107.
	System of measuring excellence for destination (SMED)

	108.
	Monitoring the destination

	109.
	Google Analytics for research of destination

	110.
	Person counting

	111.
	Statistical models
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