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GOVERNMENT NOTICES

SOUTH AFRICAN QUALIFICATIONS AUTHORITY
No. 855 L 25 August 2000

SOUTH
AFRICAN
B8 QUALIFICATIONS
AUTHORITY

Established in terms of Act 58 of 1995

In accordance with regulation 24(2)(c) of the National Standards Bodles Regulatxons
of 28 March 1998, the Standards Generating Body (SGB) for

Hospitality, Tourism, Travel, Gaming and Leisure

registered By NSB 11, Services, publishes the following unit standards-based
qualifications for public comment.

_ This notice contains the titles, fields, sub-fields, NQF levels, credits, and purposes of
the qualifications, and the titles and specific outcomes of the unit standards upon
which the qualifications are based. The full qualifications and unit standards can be
accessed via the SAQA web-site at www.saga.org.za. Copies may also be obtained
from the Directorate of Standards Setting and Development at the SAQA offices, 659
Pienaar Street, Brooklyn, Pretoria.

Comment on the qualifications and unit standards should reach SAQA at the address
below by no later than 25 September 2000. All correspondence should be marked
Standards Setting — SGB for Hospitality, Tourism, Travel, Gaming and Leisure,
and be addressed to

The Director: Standards Setting and Development
“SAQA
Attention: Mr M.C. Cosser
Postnet Suite 248
Private Bag X 06
WATERKLOOF
0145

or faxed to 012 346-5812
or e-mailed to mcosser@saqa.co.za

SAMUEL B.A. ISAACS
EXECUTIVE OFFICER



4 No. 21510 GOVERNMENT. GAZETTE, 25 AUGUST 2000
CERTIFICATE IN GAMING (SURVEILLANCE OPERATIONS)
Field: Services
Sub-field: Hospitality, Tourism, Travel, Gaming and Leisure
NQF Level: 3
Credits:___ 134
Purpose: This qualification is developed for surveillance

personnel in the gaming industry. The gaming industry is a
high growth area and it is essential that the employees within
the industry comply with the regulations and demonstrate a -
high standard internationally. This qualification will ensure that
these needs are met. It will also provide a basis for further
development of the learner into management areas within the
gaming industry. .

UNIT STANDARDS FOR GAMING (SURVEILLANCE OPERATIONS)

1. Title:

1. Title:
2. Title:
3. Title:
4. Title:
5. Title:
6. Title:
7. Title:
8. Title:

1. Title:
. 2. Title:
3. Title:
4, Title:

1. Title:

Unit Standards at NQF Level 2
Monitor clearance and count procedures
Unit Standards at NQF Level 3

Demonstrate gaming arithmetic for surveillance
Monitor Roulette

Monitor Blackjack

Monitor Poker

Monitor Slots Operations

Monitor Financial Transactions

Monitor Punto Bunco

Monitor Functions of a Smart Card System

Unit Standards at NQF Level 4
Operate a CCTV System
Write surveillance reports ;
Recognise and report cheat moves
Monitor Dice
Unit Standards at NQF Level 5

Carry out surveillance investigations and audits
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" UNIT STANDARDS FOR GAMING (SURVEILLANCE OPERATIONS)
UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 2

1. Title: . - Monitor clearance and count procedures -

Specific Outcome 1.1: State Gaming Board requirements and company
procedures for the clearance, hard and soft count.
(Range of count: personnel, language, drop boxes,
currency canisters, alarms and recordings).

Specific Outcome 1.2; Explain the importance of accuracy when monitoring
i B T the clearance, hard and soft count, and the impact on
the organtsatson |f not done correctly.

Specific Qutcome 1.3: Descnbe the interrelationship between the clearance,

i ' hard count, soft count and surveillance department.
Demonstrated ability to make DECISIONS about
practlce and ACT acoordmgly

Specific Outcome 1.4: Given a variance against cash counters, during the soft
-~ and hard count procedure, identify the problem and
describe the appropriate steps to follow.

Specific Outcome 1.5: Monitor the count in accordance with company
procedures and record and report all irregularities.
(Range of count: personnel, language, drop boxes,

' currency canisters, alarms and recordmgs)

Specific Outcome 1.6: Monitor the clearance in accordance with company
procedures and record and report all irregularities.
(Range of clearance: personnel drop boxes, trolleys
and currency camsters)

Specific OQutcome 1.7: “Monitor the movernerit of the clearance (Range of
items: coins, tokens and cash)
Demonstrated ability- to learn from our actions and to
ADAPT PERFOMANCE

Specific Outcome 1.8: .Given specific . changes in equnpment descrlbe how
performance would be ada pted

UNIT STANDARDS AND SPECIFIC OUTCOMES NQF LEVEL 3

1. Title: Demonstrate gaming arithmetic for surveillance

Specific Outcome 1.1: Explain the importance of accuracy and speed when
doing arithmetic.

Specific Outcome 1.2: Describe the impact of underpaying or overpaying the
: punter.
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Specific Outcome 1.3:
Specific Outcomé” _1I.4:
Specific Outcome 1.5:

Specific Outcome 1.6;

Specific Outcome 1.7:

Explam the mterrelatlonshtp between accuracy and
internal customer satisfaction.
Demonstrated ability to make DECISIONS about

; practlce and ACT accordmgly

Given a range of situations in tables do the
calculations quickly = and accurately (Range of
situations: Opening a table, buy ins, accepting bets,
checking bets, paying out, cashmg out, closing a table).

Given a range of conversions in slots, perform Rand-
value conversions quickly and accurately. (Range of
conversions: Rand to coin and coin to Rand).

Given a range of conversions in cashiering, perform
Rand-value conversions quickly and accurately.
(Range: Currency to chip, chip to currency).

‘Demonstrated ability to learn from our actions and to
: ADAPT PERFORMANCE

Given specific changes in chip values, table maximum
or minimum, describe how performance would be
adapted.

2. Title: Monitor Roulette :

Specific Outcome 2.1 :'

Specific Outcome 2.2: .

_Spéciﬁc QOutcome 2.3:
Specific Outcome 2.4:

Specific Outcome 2.5;

Specific Qutcome 2.6:

Specific Outcome 2.7:

Explain the importance of rhaintaining a high level of
accuracy when monitoring American Roulette.

- State the Gaming Board and company procedures

when monitoring American Roulette and explain the
impact of not following these procedures.

Explain the importance of kriowing all aspects of
roulette, as a monitoring officer.

Describe features of call bets, maximum and half-
maximum bets, full and part payouts.

Explain the impact on the business if monitoring of
American Roulette is not done correctly.

Demonstrated ability to make DECISIONS about

practice and ACT accordingly:

Monitor the opening and closing of tables in

“accordance with relevant company procedures.

- Monitor that the dealing cycle is done in accordance

with company requirements and that all security checks

~ are followed. (Range: spinning the ball, clearing the

layout, paying out bets, buylng in, cashing out and
accepting bets)
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Specific Outcome 2.8:

Specific Outcome 2.9:

wal

Specific 0__utoome 2.10

Specific Outcome 2.11:

Specific Outcome 2.12:

Specific Outcome 2.13:

3. Title:

Specific Outcome 3.1:

Specific Outcome 3.2:

Specific Outcome 3.3:

Specific Outcome 3.4:

Specific Outcome 3.5:

Specific Outcome 3.6:

Specific Outcome 3.7:

Specific Outcome 3.8:-

Specific Outcome 3.9:

... Monitor that all bets placed meet the: company’s
requirements of table limits (Range: Inner and Outer
- Layout) :

Monitor that mandatory announcements are clear and
. audible. ¢

Monitor and verify table fills and credits.

Given a range of irregularities and non-compliance
when monitoring the game of roulette, record a
decision and report it in accordance with Gaming

~ Legislation and company procedures.

Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE: :

..Given specific changes in Qames or equipment,
describe how performance would be adapted.

Given a casino in a different province, describe how
performance would be adapted.

Monitor Blackjack

Explain the importance of maintaining a high level of
accuracy when monitoring blackjack. -

State the Gaming Board and company procedures |

_when monitoring blackjack and explain the lmpact of

not following these procedures.

Exp_lain the face value of all cards and c_:_ard totals.

Explain the importance of knowing all aspects of
_Blackjack, as a monitoring officer.

Explain the impact on the business if momtorlng of
Blackjack is not done correctly.

Demonstrated ability to make DECISIONS about
practice and ACT accordingly:

Monitor the opening and closing of tables in

accordance with the relevant company procedure.

Monitor that the dealing cycle is done in accordance
with company requirements and that all security checks

 are followed. (Range dealing the cards, paying out,

taking in, buylng in, cashing out and shuffling the

~ cards).

"Monitor ihat all Jbets, placed meet the company

requirements regarding table limits.

Monitor that mahdatory anhouncements are clear and
audible. (Where audio is available)

No. 21510 7



8 No. 21510 ~ GOVERNMENT GAZETTE, 25 AUGUST 2000

Specific Oqtoome 3.10_:_

Specific Outcome 3:11:

Specific Outcome 3.12:

Specific Outcome 3.13;

Specific Outcome 3.14:

- Verify and monitor table fills and credits.

' Gwen a. range of customer options, monitor that

company procedures are adhered to. (Range: split
cards -double, surrender, card/no card, insurance)

Given irregularities . and/or non-compliance when
monitoring the game of Blackjack, record a decision
and report it in accordance with Gammg Leglslatlon

~and company procedures.
.. Demonstrated ability to learn from our acnons and to
ADAPT PERFORMANCE:

Given specific changes in games or equipment,

. describe how performance would be adapted.

Givén a casino in a different province, describe how
performance would be adapted.
4.Title:  Monitor Poker '

Specific Outcome 4.1:

Specific Outcome 4.2

Specific Outcome 4.3:

Specific Outcome 4.4:

Specific Outcome 4.5: .

Specific Outcome 4.6;

Specific Outcome 4.7

Specific Outcome 4.8
Specific Outcome 4.10:

Specific Outcome 4.11:

Explain the importance of maintaining a high level of
accuracy when monitoring poker.

State the Gaming Board and company procedures
when monitoring poker and explain the impact of not

_ followung these procedures.

| Explain the importance of knowing all aspects of poker,

as a monitoring officer.

Desc;ribe the poker hands in order of value and state
the oorresponding odds for each hand.

Explain the |mpact on the business if monitoring of

poker is not done correctly.
Demonstrated ability to make DECISIONS about
practice and ACT accordingly:

Monitor the opening and closing of tables in
accordance with the relevant company procedure.

Monitor. that the dealing cycle is done in accordance

~ with company requirements and that all security checks

are followed (Range dealing the cards, paying out,
taking in, buying in, cashing out, counting the cards and

shuffling the cards),

Monitor that all bets placed meet the company
requirements regarding table limits.

“Monitor that mandatory announcements are clear and
~ audible (where audio is available) :

Verify and monitor table fills and credits.
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Specific Outcome 4.12: %= - Given irregularities and non-compliance - when
monitoring poker, decide what action to take and give
- reasons for the decision.

- Demonstrated ability to learn from our actlons and to
ADAPT PERFORMANCE:

Specific Outcome 4.13: ~ Given specific changes in games “or equipment,

; - describe how performance would be adapted.

Specific Outcome 4.15: Given a casino in a different province, describe how

, performance would be adapted.

5. Title: Monitor Slots Operations - |

Specific. Outcome 5.1: Explain the importance of maintaining a high level of

security in the working environment when monltonng
-the slots operation.

Specific Outcome 5.2: State the Gaming Board and company procedures
when monitoring the slots operation and explain the
impact of not following these procedures.

Specific Outcome 5.3: -  Explain the importance of knowing all aspects of
monitoring gaming machine operations, as a monitoring
officer.

Specific Outcome 5.4: Explain the different monitoring situations between

slots and surveillance. (Range of communication: On
line system and alarm messages)

Specific OQutcome 5.5: Explain the different play tables and ho_w they function.
Specific OQutcome 5.6: Explain the layout and why this arrangement is

efficient. (Range of layout: Slots floor layout, camera
positions, machine numbers and denominations)

Specific Outcome 5.7: - Given a maintenance situation, describe the learner's
role.
Specific Qutcome 5.8: Explain the impact on the'bus_iness of not monitoring

the slots operation correctly.

Specific Outcome 5.9: Given a range of all slot machine components, identify
each component and explain its purpose. (Range of
components: Comparator, hopper, reels, video,
operational buttons and illuminations, meters, drop box,
drop box door, divertor, tower light, currency acceptor,
belly glass, paytable glass, card reader, EPROM s and
MPU board)

- Demonstrated ability to make DECISIONS about
practice and ACT accordtngly

Specific Outcome 5.10: Interpret, monitor and verify gaming machine payouts
as per company procedures.
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- Specific Outcome 5.11:

Specific Outcome 5.12:
 Specific oﬁtcbfn; 513

Specific Quthme 5.14:

Specific Outcome 5.15:
Specific Outcome 5.16:

Specific Outcome 5.17:

React to on line messages and alarms received in
accordance with company procedures

- Monitor staff and guest activity, identlfy and report

irregularities.

Monitor, “report and record slots members of staff
conducting gaming machine maintenance.

Identify individually humbered gammg machines on the
slots floor.

ldentify the different corhponents of a slot machine.
Demonstrated ' ability to learn form our actions and
ADAPT PERFORMANCE

Given specific changes, suggest ways in which
performance could be adapted. (Range of changes:
sizes, iayout of casino, technology or equipment)

.'leen different types of slot machines, describe how
* - performance would be adapted.

6. Title: - Monitor Financial Transactions

Specific Outcome 6.1:

Specific Outcome 6.2:

Specific Ou.tc_ome 6.3

Specific Outcome 6.4:

Specific Outcome_ 6.5:

Specific Outcome 6.6:

- Specific Outcome 6.7:

State Gaming Board and company procedures when
monitoring financial fransactions and explain the impact

~ of not following these procedures.

Describe the interrelationship between following
procedures and verifying floats. (Range of procedures:
sorting, batching notes, proving notes, counting and
securing the float.)

Describe present levels of forged currency and explain
the ways in which this impacts on the gaming industry

~as awhole.

Describe ways to identify forged chips, notes, coins,
tokens, cheques, credit cards and vouchers.

Describe the interrelationship between Cashiering and
Surveillance, and explain how these departments rely

-on each other for clear and prompt communication

Expiam the importance of investigating any variance
and how this is done.

Demonstrated ability to make DECISIONS about
practice and ACT accordingly:

" Verify that Gaming Board requirements and company

procedures for controlling floats are adhered to. (Range
of money equivalents: cheques, fills, credits, credit
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Specific. Outcome 6.8:,,

Specific Outcome 6.9:

Speciﬁb Outcome 6.10:
Specific Outcome 6.11:
| Speeiﬁc Outcome 6.12:
Specific Outcome 6.13:

, Sbeciﬂc Outcome 6.14:

- cards, travel cheques forex, slot shorts’and vouchers

. debits).
Monitor, record, report and investigate float variances.

Monitor different ways of counting cash and coins.
(Range of equipment: Note verifiers,:coins dispensers,

coin counters, note counters, card readers, tlmeldate
stamps)

Monitor the procedure for sorting and storing value.
(Range of value: clips, bundles, uncilpped bundles,
coins, tokens and chips)

Monitor the prooedure for financial transactions.
(Range of financial transactions: buy in, cash outs and
redemption’s) ; :

Investigate, record and ‘report any variances in
accordance with Gaming Board requirements (Range
of variances: shortages overages and missing chips)-

Identify and record forgenes (Range of forgeries: cash,

credit cards, cheques, forged identify documents and
travellers cheques).

Differentiate between the dlfferent paper tralls and the

correct procedure for processing

7. Title: Monitor Punto Bunco

- Speeiﬁc Qutcome 7.1:

Specific Outcome 7.2:

Specific Outcome 7.3:

Specific Outcome 7.4:

Speciﬁe Outcome 7.5:

‘Specific Outcome 7.6:

Explain the importance of maintaining a high level of
accuracy when monitoring the game of Punto Banco.

Explain the importance of knowing all aspects of Punto
Banco, as a monitoring officer.

Explain how to recognise an opportunlty for cheat
moves when monltonng Punto Banco. s

State Gaming Board and company procedures when
monitoring Punto Banco and explain the impact of not
following these procedures.

Demonstrated ability to make DECISIONS about
practice and ACT accordlngly

Monitor the opening and oiosmg of tables in reoord and
report any irregularities:

Monitor that the dealing cycle is done in accordance
with company requirements and ensure that all security
checks are followed.(Range of dealing cycle: drawing
rules, paying out, taking in, buying in, cashing out and
shuffle of cards)
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Specific Outcome 7.7: Monitor that mandatory announcements are clear and
: audible (where audio is available)
Specific Outcome 7.8: Verify and monitor table fills and credits.
Specific Outcome 7.9: Given irregularities and non-compliance in the game,

Specific Outcome 7.10:

Specific Outcome 7.11:

Specific Outcome 7.12:

8. Title:

Specific Outcome 8.1:

Speciﬁc'Outcome 8.2:

Specific OQutcome 8.3:

Specific Outcome 8.4:

Specific Outcome 8.5:

Specific Outcome 8.6:

Specific Outcome 8.7:

record and report these irregularities in accordance
with Gaming legislation and company procedures.
(Table limit is monitored and maximum bankroll is not
exceeded). '

Monitor, record and report any cheat moves that may
occur in accordance with Gaming legislation and
company procedures. (Range of cheat moves: moving
chips on layout, Vegas cup, colusion, reduce/increase
bets, distracting dealers, equipment tampering or
removing chips from layout)

Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE

Given specific changes in games or equipment,
describe how performance would be adapted.

Given a casino in a different province, describe how
performance would be adapted.

Monitor functions of a Smart Card System

State Company procedures for the Smart Card system
and describe the impact on the company of not
following these procedures.

Describe the importance of Smart Cards as an
alternative currency and the benefits gained when
using a Smart Card.

Explain ways to protect the company against fraudulent
use of Smart Cards and tampering.

Demonstrated ability to make DECISIONS abou
practice and ACT accordingly: '

Operate the Smart Card system following the required
procedures. (Range of procedures: load credits,
redeem credits, system generated reports, identification
of Smart Cards).

Given a range of problems, decide how to solve the
problem and give reasons for selecting that decision.
(Range of probiems: malfunctions, card lock with power
failure and forceful removal of cards).

Record and report the fraudulent use of Smart Cards.
Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE: - -

Given specific changes in technology, describe how
performance would be adapted.
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UNIT STANDARDS AND SPECIFIC OUTCOMES NQF 4

1. Title: Operate a CCTV System

Specific Qutcome 1.1;

Specific Outcome 1.2:

Specific Outcome 1.3:

Specific Outcome 1.4:

Specific Outcome 1.5:

State Gaming Board and company procedures for
operating the CCTV system and monitoring all activities
within the casino.

Explain the importance of monitoring all areas of the
casino and the different procedures, including the -
frequency of such monitoring. (Range of procedures:
count, financial services, back of house, slots and
tables procedures, movement of chips, non-value chips
and punter scans).

Expiain the reasons for recordings being made in real
time.

Explain the procedures for tape change times,
damaged tapes and the storage of tapes.

Describe ways to reduce criminal activity using
surveillance equipment.

Explain the function and purpose of the VideoTape
Library system.

2.. Title: Write surveillance reports

Specific Outcome 2.1:

Specific Outcome 2.2:

Specific Outcome 2.3:

_Speciﬁc Outcome 2.4:

Specific Outcome 2.5:

00041511—B

Describe different types of reports in terms of their -
purpose and explain the importance of keeping
accurate records and updating reports. (Range of
reports: occurrence book entries, incident reports,
target reports and company specific reports).

Explain the importance of keeping updated daily
registers and accurate records. (Range of regrsters
gaming equipment and checklists).

Explain the impact of breaches in South African
legislation, breaches in company procedures and non-
compliance in the casino and stress the importance of
accurate reports to back up such incidents.

State Gaming Board and company procedures for
writing surveillance reports, . including all relevant
information.

Demonstrated ability to make DECISIONS about
practice and to ACT accordingly:

Compile OB entries to cover all exceptions to
procedures and include these in company specific
reports. (Range of exceptions: exceptions  to
transactions, disputes, on line reports, exceptions to
daily routine entries, incidents and information reports
received).
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Specific Oﬁtcome 2.6:

Specific Outcome 2.7:

Specific Outcome 2.8:

Compile reports using only information that is accurate
and comprehensive. (Range of reports: occurrence
book entries, incident, company specific and target
reports). :

Enter information into registers that is accurate and
comprehensive. (Range of registers: gaming equipment
and checklists).

Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE

Identify ways to improve report writing in a particular
context.

Suggest alternative ways to handle the prescribed
reports and give reasons why it would be an
improvement. :

3. Title: Recognise and report cheat moves

Specific Outcome 3.1:
Specific Outcome 3.2:

Specific Outcome 3.3:
Specific Qutcome 3.4:

Specific Outcome 3.5:

Specific Outcome 3.6:

Specific Outcome 3.7:

Specific Outcome 3.8:

Describe potential areas for cheat moves in the tables

_ and slots department.

Explain Gaming Board and company procedures for
handling and reporting cheats.

Describe ways of identifying cheat moves.

Explain the impact of cheater activity on the
organisation. (Range: Financial and Public Relations)
Demonstrated ability to make DECISIONS about
practice and ACT accordingly:

Given suspicious movements of patrons and/or staff
when cheat movements are identified, follow the
correct company procedure of investigation.

Given a range of cheat moves on tables, record the
incident and report it in accordance with gaming
legislation and company procedures. (Range of cheat
moves: moving chips on layout, reduce/increase bet,
collusion, distracting the dealer, equipment tampering,
top hating, past posting, Vegas cup, marked cards,
removing chips from the layout) !

Given a range of cheat moves on slots, record the
incident and report it in accordance with gaming
legislation and company procedures. (Range of cheat
moves: stringing, pilferage from gaming machine,
falsifying slots short, machine tampering, coflusion)

Communicate clearly with immediate supervisor and
follow the internal incident report and hand over
procedure.
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Specific Outcome 3.11:

4.Title:  Monitor Dice

Specific Outcome 4.1:
Speciﬁ_c Outcome 4.2:

Specific Outcome 4.3:

Specific Outcome 4.4:

Specific Outcome 4.5:
Specific Outcome 4.6:

Specific Outcome 4.7: |
Specific Outcome 4.8:

Speciﬁb Outcome 4.9:

Spec_iﬂd Outcome 4.10:

. Inform the relevant tables or slots department manager

--of any incident or outcome.
'_.';_,Demonstrated ability to learn from our actions and to

ADAPT PERFORMANCE

.Given specific changesin cheat. moves:: (improved'--
__technology or equnpment) describe the changes one

would look out for.

Explain the importance of maintaining a high level of
accuracy when monitoring dice

Stress the importance of knowmg all aspects of dice, as
monitoring officers.

State Gaming Board and company procedures when:
monitoring dice and explain the impact of not followmg
these procedures.

Explain the relationship between odds and dice
combinations.

Demonstrated ability to - make DECISIONS about

practice and ACT accordingly :

Monitor the dice game observing the appropriate rules.

(Range: dealing cycle, opening and closing the table, -

fills, credits, call bets, minimum and maximums,)

Monitor that mandatory announcements are clear and

audible, where technology is available. (Range of-

announcements: stick calls, bet calls).

Monitor and verify chips on the gaming table.

Identify potenﬂal cheat activity and record and report to

the appropriate person promptly. (Range of cheater
activity:  collusion, equipment tampering, invalid
payments) \

Given irregularities and non-compliance, decide what
action to take and give reasons for the decision.
Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE . o
Given a different province/country, describe how
performance would be adapted.

No. 21510 15
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- CERTIFICATE IN GAMING (SLOTS OPERATIONS)

Field: ...
Sub-field:
NQF Level:

Credits:

Purpose of qualification:

ey z

" -Q-.“Hdspitality, Toﬁrism, Travel, Gaming and Leisure
146

! This -qualification has been developed for slot

operation personnel in the gaming industry. The
gaming industry is a high growth area and it is

_essential that the employees within the  industry

comply with regulations and demonstrate a high

~standard intemationally. This qualification will ensure

that these needs are met. It will also provide the basis
for further development of the learner into
management areas within the gaming industry.

UNIT STANDARDS FOR CERTIFICATE IN GAMING (SLOTS OPERATIONS)

Unit standards at NQF Level 2

1. Title: | : '.Operate communication equipment
2. Title: Recognise and track players

Unit standards at NQF Level 3

1. Title: Maintain security within the slots area

2.Title: . Carry out maintenance of gaming machines

3. Title: .~ Make gaming machine pay-outs

4, Title: Demonstrate knowledge of slots department and internal procedures

5. Title: Demonstrate knowledge of Smart Card System

Unit standarﬁs at NQF Level 4

1. Title: Demonstrate knowledge of gaming machines and procedures

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF Level 2

1. Title: Operate Communication Equipment

Specific Outcome 1.1:

Specific Outcome 1.2:

Describe cqh'smu nication etiquette and procedures and
give reasons for maintaining such etiquette.

Describe the procedure to be followed if communication
equipment malfunctions and explain the importance of

- keeping such equipment in good working order.
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Specific Outcome 1.3:

Specific Outcome 1.4:

Specific Outcome 1.5:

 Specific Outcome 1.6:

Speciﬁc:Outeome 1.7:

Specific Outcome 18

Specific Outcome 1.9:

Specific Outcome 1.10

2. Title:
Specific Outcome 2.1 :

Speciﬁc Outcome 2.2:

Specific Outcome 2.3:

Speciﬁe Outcome 2.4;

' Specific Outcome 2.5:

% State the company procedures for use of

communication equipment.

Explain departmental communication intemeiationships
and how all relevant departments rely on each other for
communication in order to function effectively. (Range

-.of relevant departments: security, surveillance, food
‘and beverage, finance, maintenance, technical

department). Demonstrated ability to make
DECISIONS about practice and ACT according:

Secure communication equipment agains{
unauthorised access and keep maintained and in good -

- working order

.Use communncahen equnpment correctly.

Answer the eemmunrcatlen system correctly and
respond in a professional and courteous manner
ensuring that all procedures are foliowed.

Given a situation decide how to deal with it and give
reasons for the decision. (Range of situations: criminal

- activities, medical emergencies, evacuation and -

customer dlsputes)

| Report malfunchonmg eommunication equipment

promptly to the relevant persons and give detalls of the
malfunction.

Demonstrated ability to Iearn from our actions and to
ADAPT PERFORMANCE -

Given an entirely different context (e.g. technology
intensive - / non-intensive business) describe the
potential for radio usage in the security field.

Recognise arid track players |

Exp!airi the importance to the organisation of a

_customer loyalty programme.

State company procedures for on Ime player
recognition and tracking.

Describe the benefits for customers of a customer
reward programme and explain the importance of
having such a system

- Descnbe ownarea of responsrblhty in promotmg the

programme.

Explain the lmportanee of confidentiality. Demonstrated

ability to make DECISIONS about practice and ACT
accordingly:
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Specific Outcome 2.6: Demonstrate and explain the benefits of on line player
_ _ recognition to customers.
Specific Outcome 2.7: Give complete, accurate and up to date information to
. R customers. - .
Speciﬁc Outcome 2.8: Communicate with custdmers in a courteous and
friendly manner.
Specific Outcome 2.9: Keep the on line player recognition system updated
' and explain the importance of this.
Specific Outcome 2.10: Maintain communication with regular players and

explain why.

Given a situation with on line player recognition system,
decide what to do and give reasons for the decision.
(Range of situations: new customers, lost card, players
who don’t want to join, players who don't use their card)
Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE

Given specific changes in the customer reward
programme (technology and equipment), descnbe how
performance would be adapted.

UNIT STANDARDS AND SPECIFIC OUTCOMES AT NQF Level 3

1. Title: Maintain Security within the slots area

Speciﬁc Outcome 1.1:

Specific Outcome 1.2:

Specific Outcome 1.3:

Specific Outcome 1.4:

Specific Outcome 1.5:

Specific Outcome 1.6:

Identify security and safety hazards. (Range of security
and safety hazards: signage, electrical, chairs, broken
glass, forn carpets, obstacles, emergency exit doors
and suspicious people, items or packages)

State company procedures for maintaining security in
the slots area and explain the impact of not following
these procedures. (Range of procedures: numbered
stationery, emergency exit doors, keys and locks,

~ machine, currency acceptor and drop box doors,

suspicious or underage persons, unauthorised access)

_Explain the interrelationships between security,
_surveillance, relevant staff and customer satisfaction

and the need for clear and audible communication.
Define own area of tesponsibility.

Identify areas of limited access to certain personnel
and explain the reasons why. (Range of areas: safes /
vaults, key control area, back of house areas,
cashiering bocths, bars, computerised systems)
Maintain security within slots area and describe
unauthorised access areas.
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_Slpeciﬁc Outcome 1.11:

Specific Outcome 1.7:

Specific Outcome 1.8:

© e o y
PN AT

Specific Outcome 1.9: =

Specific OQutcome 1.10:

Specific Outcome 1.12:

Specific Out_come: 1.13:

2. Title:

Speciﬁc_ Outcome 2.1:

Spedific Outcome 2.2:

Specific Outcome 2.3: |

Specific Outcome 2.4:

,Spec_iﬁc__ Outcome 2.5:

Specific Outcome 2.6:

- performance could be adapted.

" Secure unauthorised access areas and practise

responsible key, electronic access device and key card

control L . Y

AR S _

Check that electronic gaming machines are used in
accordance with company rules and . .regulations.
(Range of criteria: illegal form of piay, ﬂlegal access to
gaming machines & vandalism)

Given a specific situation, identify problems and report
promptly. (Range of situations: damaged machine /
equipment, machine security checks) _

Even a range of problems and unusual practises
involving staff or customers, decide what action to take
and give reasons for the decision. (Range of Staff
problems: players, onlookers, lost and found items,

- theft and known barred persons. Range of Customers
problems: players, onlookers, lost and found items,

theft and known barred persons)

Carry out the correct procedure. for unclaimed money,
unclaimed jackpots, unplayed games and credits.
Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE:
Given specific changes, suggest . ways in which
(Range of changes
size of casino, floor Iayout, technology, equipment) ..

Suggest a plan for improving security i in the slots area .
and/or workplace.

Carry out malntenance of gaming machmes

- Explain the importance of maintaining gaming.

machines and the impact of “out of order” gaming
machines on the organisation.

State the company procedures for maintenance and

~ reporting unserviceable g,aming machines.

Explain the interrelationships between clean .
serviceable machines, technical department, customer
satisfaction and maximised revenue.

- Explain the reasons for cleaning gaming __mac_::hines.l B

List the gaming machine fault codes / messages..
(Range of fault codes / messages: coin in, coin out,
reels, door, currency acceptor & power)

~ Given a maintenance problem with gaming machines,

follow the correct procedures with minimum disruption
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Specific Qutcome 2.7:

Specific Outcome 2.8:

Specific Outcome 2.9:

Specific Outcome 2.10:

Specific Outcome 2.11:

Specific Outcome 2.12:

" fo players. (Range of- ‘situations: clearlng spsllage

refilling, coin jams, coin-out faults, no coin acceptance,
faulty light bulbs, faulty currency acceptor)

Given a‘gaming ‘machine, |dent1fy faults and decnde

‘whether or not to repair the machine or to arrange for

the technical department to make the repair. Give
reasons for the declsmn (Range of gaming machines:
video and reel) 2

Follow the correct procedures for unserviceable
machines.

Follow the correct procedures for cleaning gaming

- machines. (Range of gaming machines: Video and

Reel)

‘Complete maintenance records  correctly  and

accurately.
Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE:

Given specific changes in equipment or technology,
describe how performance would be adapted during
maintenance and cleaning.

Given different types of machines, (e.g. vending
machines, autobanks) describe how performance
would be adapted.

3. Title: Make Gaming machine pay-outs

Specific Outcome 3.1;

" Specific Outcome 3.2:

Specific Outcome 3.3:

Specific Outcome 3.4:

Specific Outcome 3.5:
Specific Outcome 3.6:

Specific Outcome 3.7:

Explain the impact of inaccuracies such as under
paying or over paying on the organisation and the
employea

Explain the difference between a jackpot and a
progressive jackpot.

State the company procedure for payouts (large and

~small) and bank cheque payments.

Describe the floor layout and explain reasons for this
layout. (Range of floor layout: different denomination,
numbered gaming machines)

Describe the interrelationships between not verifying
customer identiﬂcation and payout disputes.

Describe the procedure for communlcatlng payout to
customer and verifi er

Describe own area of responsibility in terms of payouts.
Demonstrated ability to make DECISIONS about
practice and ACT accordingly
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Specific Outcome 3.8: =~ . Execute the correct payout procedure. (Range of
ifqprocedunes verification of claim, player identity,
..validation ¢ of machme cancellation of incorrect pay out)

Specific Outcome 3.9: . . Communicate clearly and audibly to customers and
B .. ... . . verifiers when doing payouts.

Specific Outcome 310:  Check and ensure that payout records are complete,
' accurate and up to date.

Specific Outcome 3.11:. . Interpret and explain different pay tables. (Range of
pay tables: multiplier, line-play, buy-pay, poker)

Specific Outcome 3.12: Determine the Rand value conversion. (Range of
A “conversions: coin to Rand, Rand to coin)

Specific Outcome 3.13: Given a range of problems with customers, decide how
o to solve the problem and give reasons for the decision.
(Range of problems: incorrect payouts, short payments,
special payments, unpaid games, unplayed games,
invalid identification, identification payout disputes,
withheld payouts, unclaimed jackpots)
Demonstrated ability to learn from our. actions and to
ADAPT PERFORMANCE

Specific Outcome 3.14: Given specific changes in technology and equipment,
describe how performance would be adapted.

Speciiﬁd Outcorﬁe 3.15: Given a cas:no in a different province, descnbe how
performance would be adapted. :

4. Title: Demonstrate 'know_ledge of slots department and internal

procedures
Specific Outcome 4.1: State the company 'prdcedure for the staffing structure
: . of the gaming machine department.

Specific Outcome 4.2: Describe the interrelationship between the various
support departments. (Range of departments. slots,
financial services, security, surveillance, food and
beverage, public areas, maintenance, human
resources, promotions and marketing)

Specific Outcome 4.3; Stréss the importance of good communication and
teamwork within the slots department, including own

~ responsibility in this area.

Specific Outcome 4.4: Describe the applicéble organogram for the slots

- department together with reporting lines. |
Demonstrated ability to make DECISIONS about
practice and ACT accordingly:
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Specific Outcome 4.5: Record information accurately. (Range of information:
2 R G0 e S 8 R RE key control register, manual slot short book register,
gaming machine logbook, slot shorts, gratuity

declaration)
Specific Outcome 4.6: Follow internal procedures within the slots department
_ correctly.
Specific Outcbme 4.7 Maintain good communication links and good service

with internal customers. Demonstrated ability to learn
~ from our actions and to ADAPT PERFORMANCE 5

Specific Outcome 4.8: Make suggestions for improving internal procedures

within the slots department.
5. Title: -/ Demonstrate knowledge of Smart Card system
Specific Outcome 5.1: Explain the method of acquiring a Smart Card.

Specific Outcome 5.2: = State the relevant company procedures for the use of
A Smart Cards in gaming machines and explain the

impact on the company of not following these

procedures. (Range of procedures: load credits,

redeem credits, game play & identification of smart

card).
Specific Outcome 5.3: Explain Smart Card credit limits and jackpot payouts.
Specific Outcome 5.4: =~ Explain the interrelationship between cashiering and

customer player tracking system.

Specific Outcome 5.5; Explain the importance of Smart Cards ~as an
BRI Wegasg s U b alternative to currency and the benefits of using a
Smart Card. (Range of currency: coins, tokens & notes)

Specific Outcome 5.5: Describe ways to protect the company and the
AR ; customer against fraudulent use of Smart Cards and
: _ tampering.

‘Specific Outcome 5.6: Deal with customers politely and efficiently. (Range:

queries & benefits)

Specific Outcome 5.7: Demonstrate the procedure/use of the Smart Card
R LR system to customers. (Range of procedures: load
- credits, redeem credits, game play and identification of

Smart Cards & lost credits)

Specific Outcome 5.8: Given a range of problems, decide how to solve the
problem and give reasons. (Range of problems:
malfunctions, broken cards, stolen or lost cards & lost
credits).

Specific Outcome 5.9: Demonstrated ability to learn from our actions and to
ADAPT PERFORMANCE. Given specific changes in
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technology, descnbe how performance would be
adjusted. i

UNIT STANDARDS AND SPECIFIC OUTCOMES AT NQF 4
" 1. Title:  Demonstrate knowledge of gaming machines and operation
Specific Outcome 1.1: Explain the importance of knowing coin / note / card

path and route, and being able to answer customer -
queries in this regard.

Specific Outcome 1.2: Explain the interrelationships between serviceable
machines, customer satisfaction and maximised
revenue.

- Specific Outcome 1.3:  Explain the interrelationship between gaming

machines, cashier department and customer.
Demonstrated ability to make DECISIONS about

practice and ACT accordingly:

Specific Outcome 1.4: Demonstrate to a customer how to initiate a game.

Specific Outcome 1.5: Explain coin/ note/ card route to customers.

- Specific Outcome 1.6: - Given a range of machines, identify game types, tilt
codes and manufacturers. (Range of gaming machines:
reel, video)

Specific Outcome 1.7: Given a range of ga:ﬁing machines, explain pay tables
accurately to customers. (Range of gaming machines:
reel, video)

Specific Outcome 1.8: Given a range of components in gaming machines,

identify components and explain their purpose. (Range
of gaming machine components: meters (softand -
hard), comparator/card acceptor, reels, video, currency
acceptors) Demonstrated ability to learn from our
actions and to ADAPT PERFORMANCE

~ Specific Outcome 1.9: Given specific changes in equipment or technology,
; describe how performance would be adapted.
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CERTIFICATE IN DEALING
Field: - Services -

Sub-field: ~ Hospitality, Tourism, Travel, Gaming and Leisure ™ = 4 "

NQF Level: 3
Credits: 120
Purpose of qualification; = .

This qualification has been developed for slot operation personnel in
the gaming industry. The gaming industry is a high growth area and it
is essential that the employees within the industry comply with
regulations and demonstrate a high standard intemationally. This
qualification will ensure that these needs are met. It will also provide
the basis for further development of the leamer into management

areas within the gaming industry. -

UNIT STANDARDS FOR DEALING
Unit standards at NQF Level 2
1. Title: Demonstrate chip handiing dexterity
| Unit standards at NQ? Level 3

1. Title: Comply with security procedures for dealers
2. Title: Demonstrate Casino arithmetic for dealers
3. Title: Deal blackjack =~ = - :
4. Title: Deal American roulette

5. Title: Deal poker

6. Title: Manage the float - :

7. Title: Operate the game of Punto Banco

Unit standards at NQF Le\(el 4

1. Title: Recognise and report customer cheat moves

2. Title: Demonstrate and explain accepted code of conduct and business
procedures within the casino

3. Title: Develop and update gaming industry knowledge

4. Title: develop self within job role '

5. Title: Deal dice - ' ' '

6. Title Recognise and report staff cheat moves «
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UNIT STANDARDS FOR DEALING
UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 2
1. Title: Demonstrate chip handling dexterity =~ 7 - =

Specific outcome 1.1: Explain the importance of accuracy, speed neatness and
security.

Specific outcome 1.2: Explain the importance of dealing with customers in a polite
and efficient manner and the impact on the organisation, self
and cc-wcrker of not doing -this

'Sbé.c:i_ﬁc,ch.tmmé 1'.3 Describe the term mandatcry anncuncements and explain
: mandatory announcements are made.

Specific outcome 1.4: Handle chlps wsth bclh hands demcnstratmg the correct
technique. (Range: passing a stack, pushing stacks, drcp
cutting, pencilling, chipping, cutting into, spreading, p:cklng,
stacking up)

 Specific outcome 1.5: Make mandatory announcements clearly and audibly to
: customers and inspectors.

Specific outcome 1.6: Given a situation, describe the various procedures used and
demonstrate the correct methods. (Range of situations:
Opening a table, buy ins, accepting bets, checkmg bets,
paying
out, cashing out, clesmg a table)

Specific outccme 1.7: Givena sutuatscn with custcmers decide what actlon to take to
handle the issue and give reasons for that choice. (Range of
situations with customers: overpaying, underpaying) ;

Specific outcome 1.8: Suggest and implement ideas fcr lmprcvmg relatzons W|th
customers. :

UNIT STANDARDS TI'I'LES AND SPECIFIC OUTCOMES NQF LEVEL 3
1. Title: Comply with securlty procedures for dealers

Specific outcome 1.1: State company security procedur_e_s. for dealers and explain
the importance of following these procedures at all times. -
(Range of security procedures: clean hands, language,
mandatory announcements, giving / taking from customers
and colleagues, pockets / sleeves, designated areas)

Specific outcome 1.2: State Gaming Board and company procedures for security.
Specific outcome 1.3: Explain the imp‘crtance of kncwing and implementing Gaming

Board and company procedures and the impact on the
company of not following these procedures.
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Specific outcome 1.4: Describe the interrelationship between security procedures,
o survelllance and fraud.

Specific outcome 1.5: Maintain security procedures on an ongoing basis and explain
the importance of this for own career and surveillance .-
department. SR R

Specific outcome 1.6: Given a breach of security, identify the problems and describe
A i ¥ the appropriate security/ reporting procedure. (Range of
breaches of security: language, clothing, announcements,
- customers, and designated areas). '

Specific outcome 1.7: Given a range of security procedures, decide what action to
take and give reasons for that choice. (Range of security
procedures: clean hands, use of English language, clear
mandatory announcements, giving / taking from customers
and colleagues, sewn pockets, unrolled sleeves, designated
areas).

Specific outcome 1.8: Exercise discretion with mi_nimum disruption in all security
' - dealings with the public. '
Specific outcome 1.9: Given a different position, describe broadly what adjustments
S would be required in security procedures.

2. Title: Demonstrate casino arithmetic for dealers |

Specific outcome 2.1: Explain the importance of accuracy and speed when doing
mental arithmetic, '

Specific outcome 2.2: Describe the impact of underpaying or overpaying the punter.

Specific outcome 2.3: Explain the interrelationship between accuracy, speed and
customer satisfaction.

Specific outcome 2.4: Describe procedures for oommunicating payout to customer
and supervisor / inspector.

Specific outcome 2.5: Given a range of situations, do the calculations quickly-and
~ accurately demonstrating the correct techniques. ( Range of
situations: Opening a table, buy ins, accepting bets,
checking bets, paying out, cashing out, closing a table).

Specific outcome 2.6: Communicate information to customers and supervisors
clearly and audibly and explain the importance of mandatory
announcements.

Specific outcome 2.7: Adjust the components of a payout in accordance with the
R customer’s requests. (Range of payouts: different value

S :

chips).

Specific outcome 2.8: Given specific changes in chib values, table maximum or
' minimum, describe how performance would be adapted.
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Speolﬁc outcome 2.9: Givena problern with customers due to incorrect payouts,
suggest alternative solutions. (Range of problems: under

paying, over paying )

3. Title: Deal Blackjack

Specific outoome 3.1: Explain the importance of maintaining a high level of security
_ in the working environment when dealing Blackjack.

Specific outcome 3.2: State Gaming Board and company procedures when dealing

Specific outcome 3.3: Blackjack and explain the impact of not following these
' procedures.

Specific outcome 3.4: Describe the interrelationship between dealing effectively and
customer satisfaction. :

Specific outcome 3.5: Explain why a dealer must know all aspects of Blackjack.

Specific outcome 3.6: Describe a range of Blackjack games and explain their
differences.

Specific outcome 3.7: Given a range of situations, pace dealing to match the table
action. (Range : Busy periods, quiet periods, promotions)

Specific outcome 3.8: Follow all security checks and demonstrate competence
regarding maximums, minimums and multiples.

Specific outcome 3.9: Demonstrate knowledge of card values when dealing
' Blackjack.

Specuﬁc outcome 3.10:Make mandatory announcements that are clear and audlble to
inspector and customers.

Specific outcome 3.11:Deal with all customer options. (Range: Insurance, surrender,
card/no card, split, double) ‘

Specific outcome 3.12:Handle cards demonstrating the correct skills. (Range:
spreading, shuffling, dealing cards, picking up)
Work with chips during the dealing cycle. (Range: buy ins
checking bets, paying out, cashing out,).

Specific outcome 3.13:Execute a payout accurately and quickly during the dealing
cycle. (Range : Surrender, insurance, single denominations,
mixed denominations, Blackjack)

Specific outcome 3.14:Given a problem when dealing with cards, decide what action
to take and give reasons for that choice. (Range: exposed
cards, cards incorrectly dealt, marked cards, cheat moves)

Specific outcome 3.15:Answer customer's questions on the game and explain the
differences when compared with other games. _ '
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Specific outcome 3.16:Given specific changes in games or equipment, describe how
R : performance would be adapted.

Specific outcome 3.17:Given a casino in a different province, describe how
' performance would be adapted.

4. Title: Deal American roulette

Specific outcome 4.1: Explain the importance of maintaining a high level of security
in the working environment when dealing roulette.

Specific outcome 4.2: State Gaming Board and company procedures when
: - dealing roulette and explain the impact of not following
these procedures.

Specific outcome 4.3: Explain why a dealer must know all aspects of roulette.

Specific outcome 4.4: Describe the allowable maximum and half-maximum bets, full
and part payouts.

Specific outcome 4.5: Given a range of situations, pace the dealing to match the
table action. (Range : Busy periods, quiet periods,
promotions)

Specific outcome 4.6: Spin the roulette ball in accordance with company
requirements and follow all security checks.

Specific outcome 4.7: Follow all security checks and demonstrate competence
regarding maximums, minimums and multiples.

Specific outcome'_4.8: Isolate the winning number and clear the layout accurately.

Specific outcome 4.9: Make mandatory announcements that are clear and audible to
inspector and customers.

Specific outcome 4.10: Work with chips during the dealing cycle demonstrating the
' correct procedures. (Range: buy ins, checking bets, stepping
the bet, paying out, and cashing out).

Specific outcome 4.11: Execute a payout accurately and quickly during the dealing
' cycle. (Range: inner and outer layout).

Specific outcome 4.12: Deal with all customer call bets. (Range: Wheel section bets,
neighbour bets, maximums, half maximums, placed bets)

Specific outcome 4.13: Given a range of irregularities when operating the game of
roulette, decide what action to take and give reasons for that
choice.( Range: badly placed bets, late bets, cash on layout,
foreign chips)

Specific outcome 4.14: Answer customers’ questions on the game and explain the
differences when compared with other games.
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Specific outcome 4.15: Given specific changes in games or equipment, describe how
performance would be adapted.

Specific outcome 4.16: Given a casino in a different province, describe how
performance would be adapted.

5. Title: Deal Poker

Specific outcome 5.1: Describe a range of poker games and explain their
differences.

Specific outcome 5.2: Explain the importance of maintaining a high level of security
: in the working environment when dealing poker.

Specific outcome 5.3: State Gaming Board and company procedures when dealing
poker and explain the impact of not following these
procedures.

Specific outcome 5.4: Describe the interrelationship between efficiency,
understanding the game and customer satisfaction.

Specific outcome 5.5: Describe the make-up of all poker hands and odds for each
game.

Specific outcome 5.6: Make mandatory announcements-clearly and audibly to
inspector and customers.

Specific outcome 5.7: When dealing poker, den_::dﬁstrate knowledge of card values,
hands and odds. -

Specific outcome 5.8: Given a range of situations, pace dealing to match the table
action (Range : Busy periods, quiet periods, promotions)

Specific outcome 5.9: Follow all security checks and demonstrate competence
regarding maximums, minimums and muitiples.

Specific outcome 5.10: Deal with all customer options correctly. (Range: Ante, Bet
box(s), Bonus, Progressive)

Specific outcome 5.11: Handle cards correctly, demonstrating the appropriate
skills.(Range: spreading, shuffling, dealing cards, picking up,
counting cards )

Specific outcome 5.12: Work with chips during the dealing cycle. (Range: buy ins,
checking bets, paying out, and cashing out).

Specific outcome 5.13: Execute payout accurately and quickly during the dealing
cycle. (Range : Ante, Bet box(s), Bonus, Progressive)

Specific outcome 5.14: Given a problem when dealing poker hands, decide what
action to take and give reasons for that choice. (Range of
- problems: cards dealt incorrectly, exposed cards, marked
cards, cheat moves).

00041511—C
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Specific outcome 5.15: Answer customer’s questions on the game and explain

differences when compared with other games.

Specific outcome 5.16: Given specific changes in games or equipment, describe how

performance would be adapted.

Specific outcome 5.17: Given a casino in a different province, describe how

performance would be adapted.

6. Title: Manage the float

Specific outcome 6.1:

Specific outcome 6.2:
Specific outcome 6.3:

Specific outcome 6.4:

Specific outcome 6.5:

Specific outcome 6.6:

Specific outcome 6.7:
Specific outcome 6.8:

Specific outcome 6.9:

Explain the importance of accuracy, speed, neatness, and
security. '

Describe the impact on the organisation of managing the float
effectively and efficiently.

Explain the interrelationship between float management and
customer satisfaction.

Given a range of situations, check or complete the required
paperwork quickly and accurately. (Range of situations:
Opening a table, accepting a fill, credit, closing a table).

Given a situation, demonstrate the correct procedures.
(Range of situations: Opening a table, accepting a fill, credit,
closing a table).

Communicate to customers and supervisors clearly and
audibly and explain the importance of mandatory
announcements.

Make up payouts to reflect the customer action on the table.
(Colour, Value, Colour and Value)

Adjust components of a payout in accordance with the
customer’s requests.

Given specific changes in technology, describe how
performance would be adapted.

7. Title: Operate the game of Punto Banco

Specific outcome 7.1:

Specific outcome 7.2:

Specific outcome 7.3:

Specific outcome 7.4:

Explain the importance of maintaining a high level of security
in the working environment when operating the game of Punto
Banco.

Explain how to recognise the opportunity for cheat moves
when dealing Punto Banco.

State Gaming Board and company procedures when
operating Punto Banco and explain the impact of not following
these procedures.

Describe the interrelationship between dealing effectively and

customer satisfaction.
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Specific outcome 7.5: Given a range of situations, pace dealing to match the table
: action (Range : Busy periods, quiet periods, promotions)

. Specific outcome 7.6: Follow all security checks and demonstrate competence
regarding maximums, minimums and multiples.

Specific outcome 7.7: Demonstrate a knowledge of card values when dealing Punto
Banco _

Specific outcome 7.8: Make mandatory announcements clearly and audlbly to
inspector and customers. -

Specific outcome 7.9: Demonstrate palette-handlmg skills. (Range: p!acmg cards in
discard bin, picking up cards)

Specific outcome 7.10: Work with chips during the deallng cycle, demonstratmg
correct procedure. (Range: buy ins, checking bets, paymg
out, and cashing out)

Specn‘“ ic outcome 7.11: Execute the payout accurately and quuckly during the deallng
cycle. (Range Bank, Player Egalite)

Specific outcome 7.12: Given a problem when dealmg with cards, decide what action
to take and give reasons for that choice. (Range: exposed
cards, cards incorrectly dealt, marked cards, cheat moves)

Specific outcome 7.13: Answer customers' questions on the game and explain
differences when compared with other games.

Specific outcome 7.14: Given specific changes in games or equipment,'deséribe how
performance would be adapted.

Specific outcome 7.15: Given a casino in a different province, describe how
performance would be adapted.

| UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 4
1. Title: Recognise and report customer cheaf movés
Specific outcome 1.1: Describe potential situétiﬁnéiafeas for cheat moves.
Specific outcome 1.2: Describe a range of common customer cheat moves.

Specific outcome 1.3: State Gaming Board and company procedures for handling
and reporting cheats. -

Specific outcome 1.4: Describe the impact on the organisation |f cheat moves are
: not recegnised and reported. ‘

Specific outcome 1.5: Describe ways of combating cheat moves.
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Specific outcome 1.6: Given asituation, identify the cheat movement and explain

the correct procedure. (Range of situations: SUSptOIOUS
movements of patrons or teams of patrons). LR

Specific outcome 1. 7 leen a cheat move declde what action to take and give

reasons for that choice. (Range of cheat moves: moving
chips on layout, reduce / increase bet, customer collusion,
dispute call bet, distracting the dealer, late bet, marked cards)

Specific outcome 1. 8 Commumcate clearly with the supervisor and describe the

relevant report procedure.

Speciﬁc outcome 1.9: Given speclflc changes in cheat moves, (improved technology

or equnpment) descnbe the change to look for.

2. Title: Demonstrate and explain accepted code of conduct and business
procedures within the casino

. Specific outcome 2.1:

Specific outcome 2:2:

Specific ootcome 2.3

Specific outcome 2.4:

Specific outcome 2.5:

Specific outcome 2.6:

Specific outcome 2.7:

Specific outoome 2.8:

Specific outcome 2.9:

Explain the importance of maintaining the employee’s code of
conduct. (Range of conduct: attendance, time keeping,
appearance, honesty and integrity) -

Explain the importance of following security and confidentiality
procedures.

Explain the impact of negative body language on customers
and the organisation.

Describe relevant Gaming Board and company procedljres
and explain the consequences of not adhering to Gaming
Board rutes and regulations.

Descnba the casino management structure, including the
company organogram.

Explain the relationship between slots tables, cash desk,
human resources, finance, operations, security and
_surve:ilance

Given a range of situattons, display the appropriate behaviour
and carry out the correct procedures. (Range of situations:

‘work attendance, punctuality, uniform, internal / external
“customers). ;

Define own areas of reSponsibility and appropriate conduct.

Given an' irregulat incidents, decide what action to take and
g:ve reasons for that choice.

Specific outcome 2 10: Commumcate w1th customers colleagues and supervusors

clearly and in line with the casino confidentiality policy.

Specific outcome 2.11: Given specific changes in company policy, describe how

performance would be adapted.
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3. Title: Develop and update gamlng mdustry knowledge

Specnﬁc outcome 3 1:

Spectf c outoome 3 2

Spec;ﬁc outcome 3 3

Speoiﬁo outoome 3.5'
Specific outcome 3.6:

Specific cutcome '3.?:

Speci'ﬁc outcome 3.8:

Desorlbe the ongm of all games that form part of the gaming
mdustry and the d iﬂerent types of games.

Descnbe the progress:on of the mduetry in terms of games.

Explain the |mportance-of having an understandmg of the
different games for self and the organisation.

Explal'n the importance of being able to answer customer
queries and the impact on the organisation of not being able
to do this.

Explain the difference between games, how they work and the
odds for winning. (Range of games: Blackjack, poker,
American roulette, Punto Banco).

Deal with customers in a polite and friendly manner.

Given customer .queriee about different games, answer
questions to customer satisfaction. (Range of games:

- Blackjack, poker, American roulette, Punto Banco.

Specific outoome. 3.9

Describe the workmgs of the games, using termlnology

- correctly.

Spec;f c outcome 3.10: Explain to customers the odds, minimums and maxlmums for

lfferent games in the establlshment

Specific outcome 3.11: leen a different country, descnbe the differences in games.

(Range of countrles America, Australia, England)

Specific outcome 3.12: Gwen that the Internet is here to stay, describe the possible

4. Title Deal dice

Speoific outcome 4.1:

Speciﬁo outcome 4.2

future of gammg

Explain the importance of mamtammg a high level of security
in the working enwronment ‘when dealing dice.

State Gammg Board and company procedures when
dealing dice and explain the impact of not following these

' pnocedures

Specific outcome 4.3:
Specific outcome 4.4:

Specific outcome 4.5:

Specific outcome 4.6:

Descnbe the mterrelatlonshsp between deallng eﬁectwely and
customer satlsfactton

Explain the |mportanoe of knowmg all aspects of dsoe
including termmology

Explain the |mportance of teamwork and good communication
when dealmg dice.

Given a range of situations, paee dealing to match the table



34 No. 21510 GOVERNMENT GAZETTE, 25 AUGUST 2000

action (Range : Busy __periqu,_quiet periods, promotions)

Specific outcome 4.7: Follow all security chécks and demonstrate competence
regarding maximums, minimums and multiples.

Specific outcome 4.8: Roll cut chips demonstrating the correct technique.

Specific outcome 4.9: Work efficiently with a four-man crew.

Specific outcome 4.10: Make mandatory announcements clearly and audibly to
inspectors and customers. (Range of announcements: stick
calls, bet calls).

Specific outcome 4.11: Control pace and demonstrate manual dexterity. (Range of
manual dexterity: appropriate kinaesthetic intelligence for
visual cues and auditory cues).

' Specific outcome 4.12: Demonstrate the relationship between odds and dice
combinations using correct techniques.

Specific outcome 4.13: Identify areas with cheat potential and explain the reporting
procedure.

Specific outcome 4.14: Given a range of disputes or misunderstandings with
customers, decide what action to take to handle the situation
and maintain game control and give reasons for that choice.
(Range of disputes: payouts, bet calls, cheat moves).

Specific outcome 4.15: Given a different province or country, describe how
performance would be adapted.

5. Title: Recognise and repbrt staff cheat moves
Specific outcome 5.1: Describe potential areas for individual staff to cheat.

Specific outcome 5.2: State Gaming board and company procedures for handling
and reporting cheats.

Specific outcome 5.3: Describe ways of combating cheat moves.

Specific outcome 5.4: Describe potential areas for staff and customers to cheat as a
team.

Specific outcome 5.5: Describe potential areas for staff to cheat as a team.

Specific outcome 5.6: Given a situation, identify the cheat movements and describe
' the procedure for handling the cheat move. (Range of
‘situations: suspicious contact between staff and patrons,
suspicious staff behaviour).

Specific outcome 5.7: Communicate with pit manager/surveillance clearly and
describe the report procedure (pit incident report).

Specific outcome 5.8: Deal with cheat moves with minimum disruption to the rest of
the punters.
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Specific outcome 5.9; Given a partlcular sutuatlon, suggest a new cheat move and
ways it can be recognlse
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CERTIFICATE IN HOSPITALITY RECEPTION
Field: - Service
Sub-fieid:  Hospitality, Tourism, Travel, Gaming and Leisure
NQF Level: 4
Credits: I126

Purpose of qualification: '

: This qualification has been developed for the reception function within
the accommodation industry. It brings together all aspects of front
office and supervision. This qualification will professionalise the
industry and is applicable to all sectors, from small bed and breakfasts
to large-scale hotels. The qualification leads to the accommodation
services diploma and provides articulation with Gaming, Travel and
other Tourism industries.

UNIT STANDARDS FOR HOSPITALITY RECEPTION

Unit standards at NQF Level 2
1. Title: Greet and assist guests on arrival and departure

Unit standards at NQF Level 3
1. Title: Provide customer information and book external services
2. Title: ' Maintain a booking system
3. Title: Deal with the arrival of customers = - -
4. Title: Prepare customer accounts and deal with departure
5. Title: Receive and process reservations
6. Title: Provide a valet butler service

Unit standards at NQF Level 4
1. Title: Exchange foreign cash and travellers cheques

Unit standards at NQF Level 5

1. Title: Co-ordinate the greeting and assisting of guests on arrival and
departure. _ _ .

2. Title: Maintain practices and procedures for handling foreign cash / cash
equivalents.

3. Title: Maintain practices and procedures for handling cash / cash
equivalents.

4. Title: Maintain the portering / concierge service
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UNIT STANDARDS FOR HOSPITALITY RECEPTION
UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 2

1. Title: Greet and assist guests on arrival and departure .

Specific outcome 1.1: Explain the importance of reporting customer complaints to the
Appropriate person.

Specific outcome 1.2: Explain the importance to the organisation of welcoming guests
' Correctly in terms of customers' satisfaction and impact on profitability

Specific outcome 1.3: Explain the importance of communicating effectwe!y and using
: : Positive body language.

Specific outcome 1.4: Explain the importance of kndwing what facilities are available for
Guests with mobility difficulties and how to assist them.

_Spec‘rﬁc outcome _1.5: _ Greet guests and assist them to the location required.

Specific outcome 1.6: Load guests’ luggage according to OSH Act and company
Procedures.

Specific outcome 1.7: Pay attention to guests’ luggage at all times and explain why.
Specific outcome 1.8: Assist gusts with parking and any pf‘obiems that may arise.

Specific outcome 1.9: Transport guests’ luggage safely to rooms following correct
Procedure.

Specific outcome 1.10: Show, expiam or demonstrate the facdmes in the room to guests and
Explain the importance of doing this.

Specat” ic outcome 1.11: Given a range of additional services, give accurate information to the
Guest and arrange/organise the service.

Specific outcome 1.12: Greet guests by name and assist with Iuggage on departure and
Explain the importance of doing this.

Specific outcome 1. 13: Given a range of mcadents decnde what action to take and give
Reasons for that choice.

Specific outcome 1.14: Prioritise work and meet work schedules.

Specific outcome 1.15: Make suggestions on ways to improve communicaticn with customers

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 3

1. Title: Provide customer information & book external services

Specific outcome 1.1:  Explain why it is important to give accurate information and how
Inaccurate information impacts on the company, the customer and
The Service provider.

Specific outcome 1.2: Explain the importance of a good general knowledge and the ways it
Helps the guest.

Specific outcome 1.3: Describe the different sources of information and explain their use.
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Specific outcome 1.4:

Specific outcome 1.5;

Specific outcome 1.6;

Specific outcome 1.7
Specific outcome 1.8:
Specific outcome 1.9:

Specific outcome 1.10:

Specific outcome 1.11:

De_scribe different ways of contacting service provider_s. .

Attend to customers with minimum delay and in a polite and friendly
Manner and explain the importance of this. :

Given a range of inquiries, identify the customers’ needs correctly and
Use appropriate sources of information to provide customers’ with
Accurate information. - = ' '

Arrange booking for external services following correct procedure and
Explain the importance of doing this promptly.

Keep sdpplies and displays of customer information well maintained
And current. -

Given a range of'un'expected situations decide on what action to take
And give reasons for that choice.

Carry out all work in an organised and efficient manner.

Given a different type of establishment, describe ways of providing
Customer information and booking services.

2. Title: Maintain a booking system

Specific ou’rgome 2.1
Specific outwme 2.2:
Specific outcome 2.3:
Specific outcome 2.4:
Specific outcome 2.5:

Specific outcome 2.6:

Explain the importance of giving accurate information to customers
and the need to bé aware of time. '

Explain the reasons for providing an efficient service in terms of
company profitability and repe'at'guest' business.

Explain the need to meet customer expectations in terms of
knowledge of services and facilities. |

Explain the importance of taking deposits in terms of ‘no shows’ and
of accurately recording and filing details of bookings.

Explain the reasons for keeping bookings up to date and following up
on unconfirmed bookings.

Explain the importance of keeping other departments informed of
current and future bookings.

Specific outcome 2.7: Given a rang_e of customers, deal with customers politely and efficiently

Specific outcome 2.8:
Specific outcome 2.9:

and identify their requirements correctly. _(Rang'e of customers:
booking agencies, customers with communication difficulties,
customers with mobility difﬁculties, Iregu!ar customers or VIPs,
customers requiring bookings for groups') . _
Give customers' accurate information and meet their enquiry needs.
Promote the establishment's services and facilities at all appropriate
times and explaih why. (Range 'of servldes and facilities: sleeping
accommodation, conference, function, exhibition room, and
restaurants).



' STAATSKOERANT, 25 AUGUSTUS 2000 . _No. 21510

39

Specific outcome 2.10: Determine fhe:;EVaitabi!ity of services and facilities COIII.‘I‘éCIﬂy and
-communicate this clearly to the customer. ' '
Specific outcome 2.11: Offer alternative facilities to customers and explain the importance of
. T domgthis i e e e
Specifib outcome 2.12: Given a range of bookings, take down the details and record the
| booking using a manual or computerised booking system. (Range of
bookings: telephone, face-to-face, letters, fax, internet)
Specific outcome 2.13: Provide customers with confirmations of bookings and all relevant

information.

Specific outcome 2.14: Confirm the bookings and request deposits from customers as
éppropriate per organisational requirements. '

Specific outcome 2.15: Given a range of amendments, choose a procedure and give reasons

. for the method chosen. (Range of booking amendments: change in
services or facilities required, change in date or time required, change
in customers pefsonal details, change in number of people, booking
cancellations) ' '

Specific outcome 2.16: Given a system failure or error in manual systems, decide what action
to take as approprlate and explain why. (Range of system failure:
equipment /system failure or errors in manual system)

Specific outcome 2.17: Carry out all work_ in an organised and efficient manner taking account

of pnorltles _ :

Specific outcome 2.18: Describe situations where a guest's booking has been cancelled
incorrectly and how the problem could be solved.

Specific outcome 2.19: In a different type of establishment (B & B, game lodge) describe how

Performance would be adapted in maintaining a-booking system.

3. Title: Deal with the arrival of customers

Speclﬁc outcome 3.1: Explaan the |mporlance of obtainmg documentation correctly completed
' by the guest in terms of the legal requurements and impact on safety for

the establishment.

Specific outcome 3.2: Explain: why a good knowledge of services aﬁd facilities is required and
how this affects the promotion of the establishment. | i

Specific outcome 3.3: Explain the importance of distributing guest arrival information to other

| departments. o
Specific outcome 3.4: Explain Why it is importanf to greet guests in a welcoming manner, in
N terms of professionalusm |

Specific outcome 3.5: Explain the reasons for establtshmg credit details from a guest in

accordance with organisational requirements.



40 No. 21510 GOVERNMENT GAZETTE, 25 AUGUST 2000

Specific outcome 3.6: Greet customers and interact with thern'in a polite and friendly manner
at all times and explain the importance of doing this.

Specific outcome 3.7: Given a range of services/ facilities, identify the guest's requirements’
correctly, determine the availability of thie services and communicate
this information clearly to the customer. (Range of services and
facilities: sleeping accommodation, functioh-, COnference. exhibition
rooms, leisure) "

Specific outcome 3.8: Offer and specify alternative services and invite guests to make a
booking. _ T s

Specific outcome 3.9: Make a booking using a manual or cbm-puteris‘_ed system.

Specific outcome 3.10:Complete the registration documentation correctly.

Specific outcome 3.11:Given that a guest does not have a booking, decide on the method of
payment in line with company credit procedures.

Specific outcome 3.12:Promote the establishment’s services and facilities at all appropriate
times and explain the importance of doing this. '

Specific outcome 3.13: Prepare guest's information before arrival and explain why thls is
important. ' '

Specific outcome 3.14:Retrieve customer’s booking details from the booking system and
check details with the customer.

Specific outcome 3.15:Given a range of problems, decide what action to take to solve the
problem and give reasons for that choice. (Range of probleims: |
equipment/system failure, error in booking dates)

Specific outcome 3.16:Carry out all work in an organised and efficient manner.

Specific outcome 3.17:Given a different type of establishment (B&B, 2 star hotel, resort hotel)
describe how performance would be adapted when dealing with the
arrival of guests.

Specific outcome 3.18:Given a range of guests (rude/aggressive guests, inebriated
guest/guest with no booking found, but made in advance), describe
how performance would be adapted when dealing with such guests.

4. Title: Prepare customer accounts and deal with departures

Specific outcome 4.1: Describe the interrelationship between regularly updating guest
. accounts and the impact this has on the company’s profit.

Specific outcome 4.2: Explain the importance of giving accurate information to guests and
describe ways in which inaccurate information impacts on the
department.

Specific outcome 4.3: Explain the importance of keeping guest accounts in a secure place
and the consequences of accounts falling into the wrong hands.

Specific outcome 4.4: Explain the importance of making credit checks on guest accounts.
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Specific outcome 4.5: Explain why complaints, comments and suggestions must be recorded-
o . and feed bj_ack given to the appropriate person.

Specific oulcome46 Explain the importance of preparing and finalising account. -

" . | dqcumént@tion_ before departure ot.gqests.

Spec|ﬁc outcome 4 7 Gr__\(_en a range of account adjustments, enter charges and make
account adjustments on guests accounts regularly and accurately
using a manual or computerised system. (Range of account
adjustments: charges, allowances or discounts, refunds, deposits or .
prepéyments, transfers) _

Specific outcome 4,8: Deal with accounts that have exceeded the credit limit, following

: correct procedures.

Specufc outcome 4.9: File and store account documentatlon correctly
Speciﬁc outcome 4.10:Check customer credit and ensure that customers are within their
~ credit limit, o s : _ _
Specrf' ¢ outcome 4.11:Complete customer accounts aocurately for presentatton to customers
~ before departure. .
SpeCIf c outoome 4. 12 Check customers’ payment is correct
Specific outcome 4.13:Collect keys and other estabhshmen_t property from customers before
- | departure. .
Specific outcome 4.14:Given a range of problems decn:ie what actlon to take to solve the
~ problem and give reasons for that choice. (Range of problems:
eq_uipmén_t!system failure, .error in accounts, accounts not pre-
_ _prepared, guest dispute regarding.accounts)
Specific outcome 4.1 5:Prioritise and organise all work in accordance with customer needs.
Spef:iﬁ_c outcome 4.16:In the event of a system failure desdribe how performance would be
- _ adapted when dealing with guests and processing accounts.

5. Title: Receive and process reservations

: Specrﬁc outcome 5.1: Explain the importance of a good knowledge of services and facilities

' and how incorreci information would impact on cost and customer
satisfaction. . 5 5 ;

Specific outcome 5.2; Describe the interrelationship between different sectors of the tourism
and hospitality industries and how they relate to reservations.

Specific outcome 5.3: Explain the reasons for quickly and accurately dealing with customers

' | making reservations. © - - ' '

Specific outcome 5.4: Explain a central reservations system and how this system would |
mpact on performance in the reservations department.

Specific outcome 5.5: Describe ways of dealing with power failures and booking errors.

Specific outcome 5.6: Use ahd up date the manual or computerised reservation system in
accordance with organisational procedures. '
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Specific outcome 5.7: Given a range of reservations and a range of customers, check
availability of service, advise guests and suggest alternatives. (Range
of reservations: phone, fax/ mail, face to face, internet) (Range of
customers: individual, group, VIP, conference delegates)

Specific outcome 5.8: Explain why it i is important to accurately answer enquires regarding
costs and other product features.

Specific outcome 5.9: Check customer history and use this informatioh to assist in making the
reservation.

Specific outcome 5.10:Make the reservation following the correct procedure and record
customer and payment details accurately.

Specific outcome 5.11:Record special requests clearly and accurately and explain the
importance of doing this for the organisation.

Specific outcome 5.12:File completed reservations correctly.

Specific outcome 5.13:Explain the reasons for accurately recording cancellations and

amendmenls to reservations.

Specific outcome 5. 14 Explain the importance of advising departments and colleagues of
specific customer requirements.

Speéiﬁc outcome 5.15:Compile relevant reservation statistics accurately and eiplain the

' importance of forwarding them to the manager.

Specific outcome 5.16:Given a situation where the computer system has failed and no
reservations are received from central reservations system, describe
ways to solve the situation. ;

Specific outcome 5.17:In a different type of establishment (B&B/game lodge) where a manual
system is used, describe how reservation requests are dealt with.

6. Title: Provide a valet butler service

Specific outcome 6.1: Explain the importance of having a current knowledge of hotel
facilities, local services and news issues.

Specific outcome 6.2: Explain the importance of developing a rapport with guests in terms of
customer satisfaction.

Specific outcome 6.3: Explain the reasons for maintaining guést confidentiality particularly
with VIP guests.

Specific outcome 6.4: Describe the interrelationship between customer satisfaction and a

' good knowledge of wines and food when working in VIP and executive

guest areas.

Specific outcome 6.5: Explain why VIP records must be kept updated.

Specific outcome 6.6: Explain the importance of following specified packing procedures,
given a range of suitcases, suit hangers and kit bags.



A3

STAATSKOERANT, 25 AUGUSTUS 2000 No. 21510

Specific outcome 6.7: Describe the interrelationship between cost, time and maintaining
required stock levels of food and beverage items in executive guest
areas. ._ o .

Specific outoo__mé 6.8: Explain why guesi complaints ahd queries must be dealt with

' | accurately and promptly and should be seen as an opportunity to
improve performance. .

Specific outcome 6.9: Communicate with guests in a weicoming and friendly manner and
explain the importance of doing this.

Specific outcome 6.10:Explain/demonstrate facilities within the rooms clearly to guests.

Specific outcome 6.11:Handle guest requests promptly and collect and deliver guest items

_ promptly. _

Specific outcome 6.12:Given a range of services, provide or organise all the services within
the specified time frames. (Range of services: laundry, pressing,
polishing shoes, guest repairs)

Specific outcome 6.13:Maintain confidentiality regarding guest property and activities at all
times.

Sbeciﬁc outcome 6.14:Maintain current knowledge of hotel and local services and explain the
importance of giving guests accurate information. (Range of
services: turn down, courtesy bar/ lounge, room service, breakfast,
local services/ facilities, special functions, in house reward
programme) :

Specific outcome 6.15:Complete set-ups in executive guest areas within specified time
frames and present and serve food and beverage items in an
attractive manner.

Specific' outcome 6..1 6:Maintain stock levels following correct procedures and keep executive
areas spotlessly clean and explain the importance of doing this.

Specific outcome 6.17:Prioritise and delegate work where necessary.

Specific outcome 6.18:Given a situation where guest VIP details have not been updated and
the requests of the guest are not met, describe how to solve this

problem to meet guests needs.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 4

1. Title: Exchange foreign cash and travellers cheques

Specific outcome 1.1: Describe the interrelationship between customer satisfaction and cost
in terms of the correct rate of exchange and accurate calculations
being used.

Specific outcome 1.2: Explain the importance of issuing a receipt for foreign exchange.
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Specific outcome 1.3;
Specific outcome 1.4;

Specific outcome 1.5:
Specific outcome 1.6:
Specific outcome 1.7:

Specific outcome 1.8:

Specific outcome 1.9:

Describe ways to access foreign cash and travellers cheques.
Explain how exchange calculations are done accurately using the
correct exchange rate. .

Explain how the exchange point is secured from unauthorised access.
Describe the receipting system for traveller's cheques.

Validate, complete and authorise traveller's cheques correctly and
explain the importance of foilowing the procedure.

Store travel!grs' chegues and cash safely and correctly, and explain
why.

Given a range of problems, decide what action to take and give
reasons for that choice. (Range of problems: customer queries,
computer failure, incorrect calculations, incorrect exchange/
commission rate)

Carry out all work accurately and efficiently.

Specific outcome 1.10:Given a situation where a fraudulent traveller's cheque is presented,

follow the correct procedure and explain how to deal with the guest.

Specific outcome 1.11:Given a situation where a guest exchanges cash and the cashier is

unable to meet the full exchange payment, explain how to deal with
the guest.

Specific outcome 1.12:Given a situation where a guest exchanges cash and the cashier is

Unable to meet the full exchange payment, explain how to deal with
the guest.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 5

1. Title: Co-ordinate the greeting and assisting of guests on arrival and
departure

Specific outcome 1.1:
Specific outcome 1.2:

Specific outcome 1.3:
Specific outcome 1.4:

Specific outcome 1.5:
Specific outcome 1.6:

Specific outcome 1.7:

Explain the importance of taking action when there are communication
or language difficulties.

Explain the importance of meeting requests for additional services in
terms of how this impacts on customer satisfaction.

Describe how to assist guests with special needs.

Describe how to organise the department to prepare for the arrival of
big groups.

Explain why the arrival of guests is such an important part of the
guest’s stay and the importance of being well prepared.

Distribute portering tasks according to priority to ensure that luggage
and other items are transported to guest's rooms safely and promptly.
Distribute work to ensure that individual guests and groups are
assisted with parking where appropriate on arrival.
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Specific outcome 1.8: Carry out a group check-in following correct procedure.

Specific outcome 1.9: Explain and offer additional guest services and give assistance in
accordance with company procedures: {(Range of additional
services: valet / car wash, chauffeur)

Specific outcome 1.10:Assist guests with luggage on departure.

Specific outcome 1.11:Identify the correct bus for the group and load their luggage safely and
efficiently. i

Specific outcome 1.12:Given a range of unexpected situations, decide what action to take to
deal with the situation and give reasons for that choice. (Range of
unexpected situations: accidents / injury, lack of portering staff, late
tour bus)

Specific outcome 1.13:Prioritise all work correctly to maximise customer satisfaction.

Specific outcome 1.14:Given a situation where the hotel deals primarily with airline crew

' groups, describe how to co-ordinate the arrival and departure of the
groups.

2. Title: Maintain practices and procedures for handling foreign cash /
cash equivalents

Specific outcome 2.1: Describe the procedures to follow that are in accordance with
organisational requirements, given a situation where a customer is
suspected of fraud.

Specific outcome 2.2: Explain the importance of limits for credit card use in terms of the
impact on customer satisfaction and cost to the company.

Specific outcome 2.3: Explain the reasons for having procedures in place for the prevention
of fraud.

Specific outcome 2.4: Describe the impact on security and safety of moving cash and cash

' equivalents.

Specific outcome 2.5: Instruct staff fully on cash-system operating procedures, relevant
organisational requirements and the secure and safe handling of cash
and cash equivalents.

Specific outcome 2.6: Given a range of cash equivalents, process payments using a manual
or computerised system. (Range of cash equivalents: international
charge cards, travellers cheques)

Specific outcome 2.7: Display exchange and commission rates for foreign cash and cash
equivalents prominently and advise/announce changes in these rates
promptly.

Specific outcome 2.8: Identify and investigate cash system irregularities and discrepancies
promptly, and explain the importance of doing this.

Specific outcome 2.9: Authorise and refund cheque and/or credit card payments following
correct procedure.

00041511—D
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Specific outcome 2.10: Given case studies of credit card fraud, describe how to identify and

rectify the problems caused.

Specific outcome 2.11: Given a situation where refunds must be made in cash or to

international guests, describe how to overcome the problems arising.

3. Title: Maintain Practices and procedures for handling cash / cash

equivalents

Specific outcome 3.1:
Specific outcome 3.2:
Specific outcome 3.3:
Specific outcome 3.4:

Specific outcome 3.5:

Specific outcome 3.6:
Specific outcome 3.7:
Specific outcome 3.8;

Specific outcome 3.9:

Explain the procedures for handling customers suspected of fraud.
State the company procedures for credit card use and credit limits.
Describe steps that can be taken to prevent fraud. _

Instruct staff fully on cash-system operating procedures, relevant
organisational requirements and the secure and safe handling of cash
and cash equivalents.

Given a range of cash equivalents, process payments following correct
procedure using a manual or computerised system. (Range of cash
equivalents: vouchers, cheques, credit or charge cards )

Given the movement of cash and cash equivalents, follow the correct
procedure with special reference to safety.

Iden'tify'and investigate promptly any cash system irregularities and
discrepancies and explain the importance of doing this.

Authorise and refund cheque and/or credit card payments following
correct procedure.

Deal effectively with problems in the system and explain the
importance of reporting problems outside own scope of responsibility.

Specific outcome 3.10:Given any other hospitality environment, describe how performance

would be adapted when processing cash, credit and debit card
payments.

4. Title: Maintain the portering / concierge service

Specific outcome 4.1:
Specific outcome 4.2:

Specific outcome 4.3:

Specific outcome 4.4:

Specific outcome 4.5:

Specific outcome 4.6:

Explain the importance of ensuring that staff has customer care skills.
Describe ways that staff can be monitored and explain the importance
of doing this.

Describe the procedures for dealing with staff who fail to meet the
required standard of performance.

Describe the procedures for handling guest complaints and explain the
importance of handling complaints promptly.

Implement procedures to maintain the quality of the porter / concierges
service and monitor the standards on an ongoing basis.

Instruct porters/concierges concerning relevant procedures and
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systems with the emphasis on being able to use equipment and follow

procedures correctly. ( Range of systems and procedures: customer

-mail and message systems, call board paging systems, music

e R systems, luggage systems, security systems, cash handhng system)

- Specn" ic outcome 4.7: Inform staff of general operational procedures and stress the

_ importance of adhering to the standards.
Specific outcome 4.8: Monitor the condition of the porter desk to ensure that it enhances the
_ _ image of the organisation. '

Specific outcome 4.9: Instruct porters/concierges to maintain a professional image, give

prompt service and communicate with guests in a clear and friendly
. manner. _

Specific outcome 4.10:Given a range of problems, take steps to minimise disruption to the
portering / concierges service and explain the importance of dding
this. (Range of problems: equipment problems, staffing prdblems)

Specific outcome 4.11:Encourage staff to identify problems and suggest ways to solve them |
n terms of the cost to the company and as a motivational tool.

Specific outcome 4.12:Keep accurate and up to date records and explained why this is
important. .

Specific outcome 4.13:Given a different type of establishment (B&B/country house/game
lodgé) describe the type of porter / concierge services required.
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Field:
Sub-field:
NQF Level:
Credits:

Purpose:

Title:
Title:
Title:
Title:
Title:
Title:.
Title:
Title:
. Title:
10. Title:
11. Title:
12. Title: .
13. Title:
14. Title:

CHENOOAGBN A

Title:
Title:
“Title:
Title:
Title:
Title:
Title:
Title:
. Title:
10. Title:
11. Title:

CONOO AN

CERTIFICATE IN PROFESSIONAL COOKERY

| _Sevices- .
Hospitality, Tou'rish';,r;'iiravel, Gafﬁing and Léisure
145

~ This qualification has been developed for professionals in the
food preparation as well as supervision. This qualifications will
professionalise the industry and is applicable to all sectors,

_form small restaurants to large-scale hotels. The qualification
provides articulation with Gaming, Travel and other Tourism
industries.

UNIT STANDARDS FOR PROFESSIONAL COOKERY

Unit Standards at NQF Level 2

Handle and maintain utensils and equipment.

Handle and store food.

Clean food production areas and equipment.

Clean and store crockery and cutlery.

Clean food production areas, equipment and utensils.
Prepare and cook basic pulse dishes. '
Prepare and cook basic rice dishes.

Prepare and cook basic egg dishes.

Prepare and cook basic pasta dishes.

Prepare and cook basic shellfish dishes.

Prepare and cook vegetables for basic hot dishes and salads.

. Prepare and cook basic fruit dishes.

Prepare and cook starch.
Prepare and cook basic vegetable protein dishes.

Unit Standards at NQF Level 3

Prepare and cook basic sauces and soups.

Handle and store food.

Prepare and cook basic fish dishes.

Prepare and cook basic dough dishes.

Prepare and cook basic pastry dishes.

Prepare, bake and decorate basic cakes and biscuits.
Prepare and present food for cold presentation.

Cook - chill foods.

Cook — freeze foods.

Provide a cook-freeze or cook-chill food service to clients.
Prepare cook and finish fresh pasta dishes.
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. Unit Standards at NQF Level 4

1. Title: Prepare and cook basic meat, poultry, game or offal dishes.
2. Title: Prepare and cook basic cold and hot desserts.

3. Title: Manage one s own developrnent

Unit Standards for NQF Level 5

1. Title:  Maintain food production operations.
2. Title: Maintain a cleaning programme foe kitchen areas and equipment.
3. Title: Maintain and promote food hygiene in the kitchen.
4. Title: - Maintain food production quality control systems, procedures and
: : specifications.
5. Title: ~  Maintain supply levels
6.

Title:© ©  Develop and implement new recipes and menus.

UNIT STANDRADS FOR PROFESSIONAL COOKERY
UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 2

1. Title: = Handle and maintain utensils and equipment. |

Specific Outcome 1.1: Explain the importance of cleaning and sanitising
cutting boards after each use in terms of the impact on
hygiene. -

Specific Outcome 1.2; Explain the importance of storing utensils and
equipment according to organisational requirements.

Specific Outcome 1.3: Clean and maintain utensils and equipment following
correct procedures. _

Specific Outcome 1.4: Store utensils and equipment correctly and in
accordance with organisationa! requirements.

Specific Outcome 1.5: Given an unexpected s:tuataon decide what action to

i take and gwe reasons for that choice.

Specific Outcome 1.6: - Complete all work in an organised and efficient manner
in order to meet schedules and organisational
requirements.

Specific Outcome 47 Given a situation where equ’ipmerit has not been

correctly stored and is no longer hygienic, describe
ways to rectify the situation.
2. Title:  Handle and store food

Specific Outcome 2.1: Explain the importance of ensuring that food is stored
correctly while being thawed.



50 'No. 21510

GOVERNMENT GAZETTIE, 25 AUGUST 2000

Specific Outcome 2.2:

Specific Outoome 2.3:
‘ Speciﬁc Outcoroe 2.4:'
Specific Outcome 2.5:
Specific Outoome 2.6:
~ Specific Outcome 2.7:

Specific Outcome 2.8:

Specific Outcome 2.9:

Specific Outcome 2.10:
Specific Outcome 2.11:

Specific Outcome 2.12;

3. Title:

Specific Outcon;le 3.1:

Specific Outcome 3.2:

Specific Outcome 3.3:

Specific Outcome 3.4: .

Specific Outcome 3.5:
Specific Outcome 3.6:

Specific Outcome 3.7:

Explain why varioes goods must be stored separately.

Explain the importance of securing storage areas from
unauthorised access ¥

Explam why d:fferent storage areas are used to store
different’ types of foods

State organlsatsonal requarements for handling and
storing different food types.

Store various cooked and uncooked food items

- following organisational procedures.

Handle food items, ensuring that the packaging
remains undamaged.

Thaw frozen food demonstrating the correct procedure.

Keep storage areas clean, tidy and free from refuse

- and secure from unauthorised access.

Givena range of unexpected situations, decide what

action to take and give reasons for that choice.

Complete all work in an organised and efficient

‘manner,

Given aoy other hospitality environment, describe how
performance would be adapted.

Clean food production areas and equipment.

Explain the importance of handling and disposing of
waste correctly in terms of the impact on hygiene.

Explain ﬁ;ue imporfenoe of identifying and selecting the
correct cleaning materials for different types of surfaces
and equipment.

Explain the reasons for turning off equipment before
dismantling and cleaning and the impact on safety.

State company procedures for cleaning food production

areas and equipment.

il

Clean sinks and handbasins and ensure they are free
flowing in accordance with organisational requirements.

- Clean a range:of surfaces demonstratmg the correct

procedures

Clean all areas using correct procedures.
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Specific OQutcome 3.8:

Specific Outcome 3.9:

Specific Outcome 3.10:
Speciﬁc. Outcome 3.11:
Specific Outcome 312
Specific Outcome 3.13:

Specific Outcome 3.14:

Specific Outcome 3.15:

4. Title:

Specific Outcome 4.1

Specific Outcome 4.2:

Specific Outcome 4.3:

Specific Outcome 4.4:
Specific Qutcome 4.5:

Specific Outcome 4.6:
Specific Outcome 4.7:

Specific Outcome 4.8:

Use correct cleanrng equrprnent and materials and
explain why these matenals are used.

Clean and' store equipment after use demonstrating the
ccrrect procedures

Dispose of refuse and waste food correctly and ensure

- containers are clean and ready for use.

éwitch off food production equipment, then dismantle,
clean a_nd reassemble correctly

Store e’qmpmeht correctly after cleaning and explain

the importance of dorng this.

Given a range of unexpected situations, decide what
action to take and give reasons for that choice.

Complete' ell work in an organised manner.

_ Gwen a different type of hospltallty establlshment

descnbe how performance would be adapted.

Clean and store crockery and cutlery.

Explain why damaged crockery and outlery should not
be used and the importance of reporting damaged
itemsto a supervisor

Explain the reasons for using the correct equipment to
polish cutlery.

Explain the importance of using the correct cleaning

- materials in terms of the impact on hygiene.

Explam the 1rnpcrtance of stacking crockery safely and
carefully and the procedure for dealing with damaged
crockery '

Explain the importance of keeping cleaning equipment

-and machinery ciean free from damage and ready for

future use.

Explain'.the o_rganisational requirements for cleaning -
and storing crockery and cutlery.

. Prepare crockery and cutlery for cleaning in
~accordance with organisational requirements.

Use cleanlng equrpment dernonstratrng correct:
procedures. .
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Specific Outcome 4.9:

Specific Ouicome 4.10:
Specific Outcome 4.11:
Specific Outcome 4.12:
Specific Outcome 4.13:
Specific Outcome 4.14:
Specific Outco.me 4.15:

Specific Outcome 4.16:

Wash crockery and cutlery at the appropriate
temperature using correctly diluted cleaning materials
in the dishwasher or the sink.

Dispose of waste or dirty water according fo  ~ .
organisational requirements. : '

Dry and store crockery and cutlery demonstrating
correct procedures.

Keep storage areas clean, tidy and free from refuse
and explain the importance of doing this.

Polish cutlery where appropriate, then stack and store
correctly ready for use. '

Given a range of unexpected situations, decide what'
action to take and give reasons for that choice

Complete all work in an organised and efficient -
manner.

Given a different type of hospitality establishment
describe how crockery and cutlery storage procedures
could differ.

5. Title: Clean food production areas, equipment and utensils.

Specific Outcome 5.1:

Specific Outcome 5.2:

Specific Qutcome 5.3:

Specific Outcome 5.4:

Specific Qutcome 5.5;

Specific Outcome 5.6:
Specific Outcome 5.7:

Specific Outcome 5.8:

Explain the procedure for correct handling and disposal
of waste, with reasons.

Explain the importance of turning off equipment before
dismantling and cleaning and the impact on safety of
not doing so.

Explain the reasons for descaling the elements in a
bain-marie.

Explain the importance of using cleaning

' agents/equipment correctly.

Explain reasons for cleaning and sanitising cutting
boards after use and the impact on food hygiene of not
doing so. 5 :

State organisational requirements when cleaning food _

_ production areas, equipment and utensils.

Clean sinks and hand basins and ensure they are free
flowing in accordance with health regulations.

Given a range of work surfaces, clean correctly
according to organisational procedures and comply
with OHS act specifications.
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Specific Outcome 5.9:

Specific Outcome 5.10:
Specific Outcome 5.11:

Specific Qutcome 5.12:

Specific Outcome 5.13:

Specific OQutcome 5.14:
Specific Outcome 5.15:

Specific Outoome 5.16:

Specific Outcome 5.17:
Specific Outcome 5.18:
Specific Outcome 5.19:

Specific Ouicome 5.20:

Specific Outcome 5.21:

Specific Outcome 5.22:

Specific Outcome 5.23: |

Clean floors and walls correctly and satisfy health
regulations. .

Clean drains, gullies, traps and overflows correctly and

" ~ ensure they are free flowing.

Clean shelving, cupboards and drawers correctly and
ensure they are tidy and hygienic.

Given a range of food production equipment, switch off
equipment correctly before dismantling and during
cleaning.

Clean food production equipment following correct
procedure and reassemble according to manufacturer's
instructions and to meet health and safety
requirements.

Use the correct cleaning equipment and materials.
Store cleaning equipment correctly after cleaning.
Given a range of utensils and considering the range of
materials utensils are made of, select appropriate
cleaning equipment and materials.

Clean, dry, and store finished items correctly.

Dispose of refuse and waste food correctly and clean
containers hygienically.

-Given a range of unexpected situations decide what

action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given a situation where the chemicals normally used
for cleaning ovens are not available, describe how to
ensure that the oven is properly cleaned.

Given a situation where only a limited number of
wooden cutting boards rather than plastic ones are
available, suggest alternatives to ensure that they are
hygienically clean and safe to use.

Given a situation where the drains are blocked, e.g.
Christmas / public holidays and it is impossible to find
an available plumber, suggest ways to solve the
problem. :
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6. Title: Prepare and cook basic pulse dishes,

Speciﬁé Outcome 6.1: |

Specific Outcome 6.2;

Specific Outcome 6.3:
Specific Outcome 6.4:
Specific Outcome 6.5:
Specific Qutcome 6.6:
Specific Outcome 6.7:

Specific Outcome 6.8:
Specific Outcome 6.9:

Specific Outcome 6.10;

Specific Outcome 6.11:

Specific Outcome 6.12:
Specific Outcome 6.13:
Specific Outcome 6.14:
Speciﬂc Outcome 6.15:

Specific Outcome 6.16:

Describe the main contamination threats when
preparing and cooking pulses and their impact on the
organisation. .

Explain the relationship between time and temperature
whencooking pulse dishes in terms of costs, customer
satisfaction, quality of food and food hygiene.

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Explain the importance of soaking dried pulses before
cooking.

State orgainisatibnal procedures for preparing, cooking

and storing basic pulse dishes.

- Clean preparation and cooking areas and equipment

hygienically prior to use and comply with the OHS act.

Given a range of pulses, select the required type,
quality and quantity of pulse dish ingredients

Identify the appropriate preparation methods for pulses.

Combine the pulse dish correctly with other ingredients
ready for cooking. -

Given a range of cooking 'methods, cook the puise dish
using appropriate methods

Given a range'of pulsé dishes, finish, garnish and
present the pulse dish in accordance with recipe
specifications

Store pulse dishes not for immediate consumption
hygienically. 2

Clean preparation and cooking areas and equipment
correctly after use. :

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Gi\;en a situation'where a pulse dish has to be
prepared for a banquet as a starter, describe what
would be considered a suitable dish.
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Specific Outcome 6.17: '

7. Title:

Specific Ouioome 71:

Specific Qutcome 7.2:

Specific Outcome 7.3:

Specific OQutcome 7.4:
Specific Outcome 7.5:
Specific Outcome 7.6:

Specific Outcome 7.7:

Specific Outcome 7.8:

Specific Outcome 7.9:

Speciﬁc QOutcome 7.10:
Specific Outcome 7.11:
Specific Outcome 7.12:

Specific Outcome 7.13:

Specific Odtoome 7.14;

Given a vegetarian customer, name a starter and main
course that would be suitable for service, usmg pulses

. as the main: ingredlents

Prepare and cook basic nce dlshes |

Explam the main oontaminahon threats when preparing

and storing rice.

Explain the importance of the relationship between time
and temperature when preparing basic rice dishes in
terms of costs, customer satlsfactlon food hygiene and

- quality of food. .

Explain the importance of keeping preparation and
cooking areas and equipment hygienically clean and
the impact on the organisation of not doing so.

State organisational requirements when preparing,
cooking and storing rice dishes.

_ Cleén preparation areas and equipment hygienically

prior to use and comply with the OHS act.

Given a range of types of rice, select the required type,
quality and quantity of rice and other ingredients.

Given a range of other Engrédients, combine the rice
and other ingredients, then prepare and cook according

- to recipe specnﬁcatupns )

Finish, garmsh and present the prepared rice dishes.

Store lhe-ﬁnlshed rice dishes not for immediate use
hygienically.

- Clean preparation and cooking areas and equipment

correctly after use. -

 Given a range of problems with production, decide

what action to take and give reasons for that choice.

Complete all work in.an organised and efficient manner

taking account of priorities and deadlines.

- Given a situation where rice risotto has to be prepared
- for a function of 1 000 people, describe how

performanoe would be adapted when oooklng the rice.

Given a rempe that requares the use of white rice,
. describe the difference in cooking procedures if only

brown rice was available.
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8. Title: Prepare and cook basic eggdishes.

Specific Outcome 8.1:

Specific Outcome 8.2;
Specific Outcome 8.3:

Specific Outcome 8.4:
Specific Outc_ome 8.5:
Specific Qutcome 8.6:
Specific Outcome 8.7':
_Specific Outcome 8.8:

Specific Outcome 8.9:

Specific Outcome 8.10:
Specific Outcome 8.11:
Specific Outcome 8.12:

Specific Outcome 8.13:
Specific Outcome 8.14:

Specific Outcome 8.15:

Describe the main contamination threats when® =

preparing and cooking egg dishes.

- Explain the importance of keeping preparation cooklng

and storing areas and equipment hygienically clean
and the impact on the organisation of not doing so.

Explain the importance of the relationship between time
and temperature when cooking egg dishes in terms of
costs, customer satisfaction and quality of food.

State organisational requirements for prepari ng,
cooking and storing egg dishes.

Clean preparation and cooking areas and equ:pment

hygienically prior to use.

Given a range of other ingredients, select the required
type, quality and quantity of eggs and other ingredients_

Combine eggs correctly with other ingredients
according to organisational requirements.

Given a rahge of egg dishes, cook, finish and present
them according to customer requirements

Store or hold egg dishes not for immediate
consumption hygienically in accordance with OHS act
specifications.

Clean preparation and cooking areas and equipment
correctly after use.

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines

Given a customer on diet, who requires scrarnbled egg
made from 1 egg only, describe how to produce a dish
whlch still appears attractive.

Given a breakfast buffet for 100 people where it would
be impractical to make eggs to order, describe how to
alter work methods to produce suitable egg dishes.

A customer requests a sweet omelette. Describe how
to go about producing such a dish.
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9. Title:

Specific Outcome 9.1: .

Specific Qutcome 9.2:

Specific Outcome 9.3:

Specific Outcome 9.4:

Specific Outcome 95:

Specific Outcome 9.6:

Specific Outcome 9.7:

Specific Outcome. 9.10:

Specific Outcome 9.11:

Specific Outcome 9.12: -

Specific Outcome 9.13:

Specific Outcome 9.14

Specific Outcome 9.15:

Specific Outccme 9.16:

Specific Ol.ttcom_e 9.17: -

Prepare and cook basic pasta dishes.

Describe the main contamination threats when :
preparing and cooking pasta dishes.

Explain the importance of the relationship between time
and temperature when cooking pasta dishes in terms of
food hygiene and quality of food.

Explain the importance of keeping preparation and
cooking areas and equipment hygienically clean.

” State crgamsat!onat requirements when prepanng and
. cooking basic pasta dishes. . £

Clean preparation and cooking areas and eqmpment
hyglemcally prior to use.

G;ven arange of pasta types, select the required type :

quality and quantlty of mgredlents

Given a range of pasta select the correct cooking
method acccrdmg to re0|pe specifications

Combine cooked pasta ccrrectiy with other ingredients

- according to customer requirements. -

Given a range of pasta dishes, select the appropriate
method of cooking and!cr finishing and present dishes
attractively.

Clean preparahcn and ccoklng areas and equment
correctly after use.

- Given a range of problerﬁs with production, decide

what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner

taking account of priorities and deadlines.

Describe how to select and present pasta dishes in a

range of establlshments

 Givena customer with gtuten intolerance, describe how

to adapt performance in selectlcn and cocklng of pasta
dishes. &

Given a vegetarian customer, select appropriate pasta
dishes that could be served as starters and main
courses.
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10. Title:

Specific Outcome 10.1:

Specific Outcome 10.2;

Specific Outcome 10.3:

Specific Outcome 10.4:
Specific Outcofne 10.5:
Specific Outcome 10.6:

Specific Outcome 10.7:

Specific Outcome 10.8:

Specific Qutcome 10.9: .
Specific Outcome 10.10:
Specific Outcome 10.11:
Specific Outcome 10.12:
Specific Outcome 10.13:
Specific Ogtcome 10.14:
Specific Outcome 10.15:

Specific Outcome 10.16:

Prepare and cook basic shellfish dishes.

Describe the main contamination threats when
preparing and cooking fresh shellfish,

Explain the importance of the relationship between time
and temperature when cooking fresh shellfish in terms
of cost, customer satisfaction, food hygiene and quality

of food.

Explain how to identify cooked shellfish dishes.

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean
and the impact on the organisation of not doing so.

Explain the importance of storing shellfish correctly.

State organisational requirements when preparing,
cooking and storing basic shellfish dishes.

Clean preparaﬁon and cooking areas and equipment
hygienically prior to use and comply with OHS act
specifications. '

Given a range of shellfish, select the required type,
quality and quantity of shellfish.

Prepare shellfish suitably for the cooking process.
Given a range of cooking methods, select the

appropriate method and cook and finish the shellfish in
accordance with recipe specifications

- Store prepared shelifish not for immediate consumption

hygienically in accordance with OHS act specifications.

Clean preparation and cooking areas and equipment
correctly after use.

‘Given a range of problems with production, decide

what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given a ‘seafood braai’, select appropriate preparation
methods and types of shellfish.

Given a seafood promotion, describe how to adapt
performance in the selection, preparation, cooking and
presentation of shellfish dishes in a busy (cold) buffet-
type restaurant.
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Specific Outcome 10.17:

.' 'Specn‘”c Outcome 11.1:

Speciﬁ'c:O'L':litcbmé 11.2:

Specific Outcome 11.3; -

Specific Oﬁtcdfhe 1
Specific Outcome 11.5:
Specific Outcome 11.6:
Specific.Qutcome 11.7:

Specific Outcome 11.8:

Specific Outcome 11.9:
Specific Qutcome 11.10;

Specific Outcome 11.11:
‘Specific Outcome 11.12:
Specific Outcome 11.13:

Specific Outcome 11.14:

Specific Outcome 11.15:

Name shellfish dishes that would be appropriate for

- production and could be attractively presented for a

Mediterranean theme evening in an A la carte
restaurant.

Prepare and cook vegetables for basic hot dishes and salads.

'Descnbe the main contamination threats when

preparing and storing raw vegetables.

Describe the main contamination threats when cookmg
and finishing vegetable dishes.

'. Explain the importance of the relationship between time

and temperature when cooking vegetables in terms of
cost, customer satisfaction, food hygiene and quality of
food.

Exp!ain the importance of keeping storage, preparation
and cooking areas and equipment hygienically clean
and the impact on the organisation of not doing so.

Explain how to identify cooked vegetable dishes.

~ State organisational requirements for the preparation

and cooking of basic hot and cold vegetable dishes.

Clean preparation areas and equipment hygienically
prior to use and comply with OHS act specifications.

Given a range of vegetables, select the reqmred type,

- quality and quantity.

Given a range of preparation methods for vegetables,

_select the appropriate method.

. Store prepared vegetables not for immediate use

hygienically.

Given a range of cooking methods, combine
vegetables correctly with other ingredients and select
appropriate methods

' Given a range of finishing methods, select the

appropriate method for finishing cooked vegetables.

 Store finished vegetables not for immediate use

hygienically.

Clean -cooking and preparation areas and equipment
correctly after use.

Given a range of problems with production, decide
what action to take and give reasons for that choice.
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Specific Outcome 11.16:
Specific Outcome 11.17:
Specific Outcome 11.18;

Specific Outcome 11.19:

Complete all work in an organised and efficient man ner
taking account of priorities and organisational
requirements.

Describe how to select, prepare and cook vegetable
dishes for starters and main courses in a vegetarian
restaurant.

Describe how to adapt performance in preparing and
cooking vegetables for a customer on a low kilojoule
diet.

Given a health promotion, describe how to alter the
preparation and cooking of vegetable dishes.

12. Title: Prepare and cook basic fruit dishes.

Specific Outcome 12.1:

Specific Outcome 12.2:
Specific Qutcome 12.3:

Specific Outcome 12.4:

Specific Outcome 12.5:

Specific Outcome 12.6:

Specific Outcome 12.7:

Specific Outcome 12.8:

Specific Outcome 12.9:

Specific Outcome 12.10:

Specific Outcome 12.11:

Specific Qutcome 12.12;

Describe the main contamination threats when
preparing and cooking fruit dishes.

Explain the importance of the relationship between time
and temperature when cooking fruit dishes in terms of
food hygiene and quality of food.

Explain the importance of keeping preparation and
cooking areas and equipment hygienically clean and
the impact on the organisation of not doing so.
Explain how to identify cooked fruit dishes.

State organisational requirements when preparing and
cooking fruit dishes.

Clean cooking areas and equipment hygienically prior
to use and comply with OHS act specifications.

Given a range of fruit, select the required type, quality
and quantity. _

Prepare fruit suitably for the cooking process.

Combine fruit with other ingredients in accordance with
recipe specifications.

Given a range; of cooking methods, select the
appropriate method in accordance with recipe
specifications.

Finish and present the fruit dish in accordance with
customer requirements.

Clean the cooking areas and equipment correctly after
use.
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Spec‘rﬁc Outcome 12.13:
Specific Outcome 12.14:

Specific Outcome 12.15:

Specific Outcome 12.16:

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Complete all work in an organised and efficient
manner.

Given a situation where fruit for fruit baskets and
displays has started deteriorating in quality and
appearance, describe how to utilise this fruit.

Describe how to adapt performance in the preparation
and cooking of fruit for a dessert trolley or buffet.

13. Title: Prepare and cook starch.

Specific Qutcome 13.1:
Specific Qutcome 13.2:

Specific Outcome 13.3:

Specific Outcome 13.4:

Specific Qutcome 13.5:

Specific Outcome 13.6:

Specific Outcome 13.7:

Specific Outcome 13.8:
Specific Outcome 13.9:
Specific Outcome 13.10:
Specific Outcome 13.11:

Specific Outcome 13.12:

00041511—E

Describe the main contamination threats when
preparing and cooking starch dishes.

Explain the importance of the relationship between time
and temperature when cooking starch dishes.

Explain the importance of keeping preparation and
cooking areas and equipment hygienically clean and
the impact on the organisation of not doing so.

State organisational requirements when preparing and
cooking starch,

Clean preparation and cooking areas and equipment
hygienically prior to use and comply with OHS act
requirements.

Given a range of starch types, select the required type,
quality and quantity.

Given a range of cooking methods, select the
appropriate method in accordance with recipe
requirements.

Finish and present starch in accordance with customer
requirements.

Clean preparation and cooking areas and equipment
correctly after use.

Given a range of problems with production, decide
what action to take and give reasons for that choice

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Describe how to adapt performance in the selection,
preparation, cooking and presentation of starch, given
a range of situations.
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Specific Outcome 13.13:

14. Title:

Specific Outcome 14.1:

Specific Outcome 14.2;

Specific Outcome 14.3:

Specific Outcome 14.4:
Specific Outcome 14.5:

Specific Outcome 14.6:

Specific Outcome 14.7:

Specific Outcome 14.8:

Specific Outcome 14.9:

Specific Outcome 14.10:
Specific Outcome 14.1'_21_:
Specific Outconie 14.12:
Specific Outcome 14.13;

Specific Outcome 14.14:

Describe how the selection and preparation of starch
for a function of 2 000 people would differ to that of a
function for 20 people.

" Prepare and cook basic vegetable protein dishes.

. Describe the main contamination threats when

preparing and cooking vegetable protein dishes.

Explain the importance of the relationship between time

and temperature when cooking vegetable protein
dishes in terms of the impact on food hygiene and
quality of food.

Explain the importance of keeping preparation, storage
and cooking areas and equipment hygienically clean
and the impact on the organisation of not doing so.

Explain the advantages of using TVP as meat
extenders / substitutes.

State organisational requirements when preparing and
cooking basic vegetable protein dishes.

Clean preparation and cooking areas and equipment
hygienically prior to use and comply with organisational
requirements.

Select dish ingredients of the type, quality and quantity
required.

Giv’en a i'ange of vegetable protein, combine correctly
with other ingredients in accordance with customer
requirements. -

Given a range of cooking methods for vegetable protein
dishes, select appropriate methods in accordance with
recipe specifications.

Finish the vegetable protein dish and present
attractively.

Clean preparation and cooking areas and equipment
correctly after use. -

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given a situation where a customer does not eat red
meat but does not want to attract attention to himself,
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Specific Outcofne 14.15:

describe how to prepare and cook a vegetable protein
dish suitable for a la carte service.

Given a limited budget, explain how to extend meat

dishes by using textured vegetable protein.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 3

1. Title:
Specific Outcome 1.1:
Specific OQutcome 1.2:

Specific Outcofne 1.3;
Specific Outcome 1.4:

Specific Outcome 1.5:
Specific Outcome 1.6:
Specific Outcome 1.7:

Specific Outcome 1.8:

Specific Outcome 1.9:

| Specific Qutcome 1.10:

Specific Outcome 1.11:

Specific Outcome 1.12:
Specific Outcome 1.13:

Speciﬁc Outcome 1.14:

Prepare and cook basic sauces and soups.

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean
and the impact on the organisation of not doing so.

Explain how to identify cooked hot and cold sauces and
give reasons.

Describe the main contamination threats when
preparing, cooking and storing soups and sauces and
how to avoid them.

Explain the relalt_ionship between time and temperature
when cooking soups and sauces in terms of costs,
customer satisfaction and food hygiene.

Explain how to identify cooked soup and give reasons.

State organisational requirements for preparation,
cooking and storage of basic sauces and soups.

Clean preparatlon and cooking areas and equupment
hyglenlcally prior to use.

Given a range of sauce ingredients, select the required
type, quality and quantity.

Gwen a range of soups, select the required type,
quality and quantity ingredients

Prepare the ingredients, then cook and finish according |

to sauce/ soup requirements.

Finish, garnish and present the soup.

Store sauces/ soups not for immediate use in

accordance with organ’isational requ'irements.

Clean preparation and cooking areas and ‘equipment
correctly after use.

Given a range of problems with production, decide
what action to take and give reasons for that choice.
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Specific Outcome 1.15:

Specific Otiféome 1.16:

[

Specific Outcome 147:

Specific Outcome 1.18:

Complete aH work in an organised and eff clent manner
taking account of priorities and deadlines. -

Given a vegetanan customer, describe which sauces
and soups would be suitable to prepare. -

Given a range of soups, describe how performance
would be adapted in terms of garnishes and plating, to
suit the following styles of service: (A la Carte, buffet,

' take-away and room service)

Given a selectlon of mslant soup powders and sauces,

- explain how value could be added to these products.

2. Title:  Handle and store food.

Specific Outcome 2.1: Explain reasons for maintaining a constant stock of
fo_od items. _

Specific Outcome 2.2: . Explain reasons for securing storage areas from -

' ~unauthorised access.

Specific Outcome 2.3: Explain reasons for storing food at the correct, safe
temperature and the impact on the organisation of not
doing so.

Specific Outcome 2.4:  Explain the importance of storing thawing frozen food

__ . correctly. :

Specific Outcome 2.5: Explaln reasons for storing raw and cooked foods -
separately.

Specific Outcome 2.6 ' Expldin the importance of lifting heavy or bulk items

' - using approved safe methods.
Specific Outcome 2.7: ~ State organisational requirements for handhng and
j storage of food.

Specific Outcome 2.8: Given a range of food items and types of food items,
select the correct conditions for storing at all times in
accordance with OHS act specifications.

Specific Outcome 2.9; - Given a range of packaging, take appropriate care |

Specific Outcome 2.10: ‘

Specific Outcome 2.11:

Specific Outcome 2.12:

when handling food items so that packaging remains
undamaged.

Store or thaw frozen food correctly in accordance with
health specifications.

'Keep storage areas clean tidy and free from refuse.

Report low food stock levels to the appropriate person.
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Specific Outcome 2.13:

.Speciﬁc Outcohié 214 -
Specific Outcome 2.15."

: S_pggéiﬁc'ﬁut‘odme 2.16:

Specific Outcome 2.17:

3. Title:

Specific Outcome 3.1:
- Specific Outcome 3.2:
Specific Outcome 3.3:
Speciﬂc Outcpme 3.4

Specific Outcome 3.5:

Specific Outcome 3.6:

Specific Outcome 3.7:

Specific Cutcome 3.8:

Speciﬁ}; Outcome 3.9:

Specific Outcome 3.10:

Specific Outcome 3.11:

Specific Outcome 3.12:

- Secure storage areas from unauthorised access.

* Given a range of unexpected situations, decide what
~ action to take and give reasons for that choice

““Complete all work in an organised and efficient manner
 taking account of priorities and deadlines.

- Given a situation where the freezer has defrosted due

to a power failure overnight, describe the actions to be
taken in rescuing the meat (high value item) as it has

now defrosted and_ should not be re-frozen.

Given a situatidn where there has been an infestation

of ants in the dry store, describe how to solve the
problem.

Prepare and cook bas_ic fish dishes.

Describe the vari:qus methods of checking for fresh fish.

" Describe the main contamination threats when

preparing, cooking and stonng fish and their impact on
the organisation.

Explain the relationshiip between time and temperature
when cooking fish dishes.

Explain the i'n"lpoi'ténﬁe of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Explain how to idehﬁfy cooked fish dishes.

State organisational procedures for the preparation,
cooking and storage of fish dishes. '

Clean preparation areas, equipment and cooking areas
hygienically prior to use and in accordance with OHS
act specifications. -

- Given a range of fish, select the required type, quality
' and quantity

G:ven a range of preparatlon methods, prepare fish
correctly using appropriate methods in accordance with
menu speCiﬂcations

Combine prepared fi sh with other ingredients ready for

“cooking.

Prepare appropriate cb__oking equipment ready for use.

Given a range of problems with production, decide
what action to take and give reasons for that choice.
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Sﬁeciﬁc Outcome 3.13:
Specific Outcome3.14:
Specific .Outcor'ri\e--3..15.:.
Specific Outcomé 3.16:
Specific Outcome 3.17:

Specific Outcome 3.18: _

Specific Outcome 3.19; -

Given the range of cooking methods, cook the fish
dishes according to recipe and menu specifications.

Finish and present fish dishes according to customer
and dlsh requ:rements _

Clean preparatlon and oookmg areas and eqmpment
correctly after use.

Store prepared dlshes not for immediate consumption

' hygiemcaliy in accordance with OHS act specifications.

Complete all work in an organised and efficient manner
taking account of pnontles and deadlines.

Given a range of hot and cold fish dishes, identify
appropriate garnishes to be used in a range of
establishments.

Describe how performance would be adapted when

‘preparing a poached fish dish for a patient in hospital.

4. Title: Prepare and cook basic dough diéhe;. '

Specific Outcome 3.1:

Specific Outcome 3.2:

Specific Outcome 3.3:

Specific Outcome 3.4:

Specific Outcome 3.5:

Specific Outcome 3.‘6:

Specific Outcome 3.7:

Specific Outcome 3.8:

Explain the importance of the relationship between time
and temperature when preparing and cooking dough
products in tefms of costs, customer satisfaction, food
hygiene and quality of food.

Explain the importance of keeping preparation and
cooking areas and equipment hygienically clean and

the impact on the organisation of not doing so.

Describe the main-contamination threats when
preparing and cooking dough products.

Explain how to'identify cooked dough products.

State organisational requirements for the preparation,

4 -cooklng and storage of: basu: dough products.

| Clean preparatlon and oooklng areas and equipment

hygienically prior to use, according to OHS act
speciﬁcations o

Given a range of dough mgredlents select the reqwred

- type, quality and quantity -

~'Given a range of dough and preparation methods,

select the appropriate method in accordance with
recipe specifica_tions _



No. 21510

Speoific,_Qutoome 3.9:

Specific Qutcome 3.10: . -
Specific Cutcome 3.11:
Specific Outcome 3.12:

Specific Outcome 3.13:
Speciﬁo Outcome 3.14:
Specific Outcome 5.15:
Specific Outcome 3.16:.

Specific Outcome 3.17:

Specific Outcome 3.1_8:

5. Title:
Specific Outcome 51
Specific Outcome 5.2:
Specific Outcome 5.3:
‘Specific Outcome 5.4:
Specific Outcome 5.5:
Specific Outcome 5.6:

Specific Outoome 5.7:

STAATSKO_EF!ANT,’I 25 AUGUSTUS 20005

Store prepared dough not for immediate use

s hygrenlcally

- Prepare the dough su1tably for the cooking process.

Cook the dough aooord:ng fo recipe requ:rements

.leon a range of dough products, finish the cooked

products _acco_rdmg to reolpe requirements.

" S’EOr_e"ﬁois'hod dough products not for immediate
consumption hygienically.

'Cléa_njprep'_a_ration and cooking areas and equipment

correctly after use.

Given a range of problems with production, decide

“what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given a situation where a customer is gluten intolerant,
describe how to prepare and cook basic dough
products that would be suutable

Given a buffet where a bread display has to be made,
describe how to go about the production of the items

for the_ broad. display. (V\{hat would it look like?) :

Prepare and cook basic pastry dishes

Explaln the lrnportanoe of the relationship between time

- and temperature in the preparatson and cooking of

fresh pastty

_ Explaln the. |mportance of allowing pastry to rest before:

usmg

: Desoﬂbe the maln oontammatron threats when

preparing, cooklng and stonng pastry dishes.

Explain how to |dent|fy cooked pastry dishes.

Ex_piain the importance -of keeping preparation, cooking
and storage areas and equipment hygienically clean
and the impact on the organisation of not doing so.

State organisational requirements when preparing,
cooking and storing fresh pastry.

Clean preparation areas and equipment hygienically
prior to-use and comply with OHS act specifications.
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Specific Outcome 5.8:

Specific Outcome 5.9:
Specific Outoomg 5.10:
Specific Outcome 5.11:
Specific Outcome 5.12:

Specific Outcome 5.13:

Specific Outcome 5.14:
Specific Outcome 5.15:
Specific Outcome 5.16: -
Specific Outdome 5.17:' |

‘Specific Outcbme 5.18:
Specific Outcome 5.19:

Specific Outcome 5.20:

. Given a range of types of pastry, select the required

type, quality and quantity ingredients according to
recipe specifications.

Given _a' faﬁge of p}é:pération methods, select énd use
the appropriate methods. :

~ Store prepared pastry not for immediate use

hygienically.

Select the required type, quality and quantity pastry
and dish ingredients. . i

Combine pastry correctly with other ingredients and
cook in accordance with recipe specifications.

Given a range of pastry dishes and finishing methods,
select the appropriate method and present dishes for
immediate consumption

Store pastry dishes not for immediate consumption
hygienically. :

Clean preparation areas and equipment correctly after
use. : i

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given a cocktail party where guests will be standing
and require finger food, name suitable pastry dishes for
such an occasion. -

Given an A la Carte restaurant with a dessert trolley,
describe suitable pastry dishes which would be easy to
serve and not spoil on a.dessert trolley.

Given a customer who requests a ‘high tea’ describe
how performance would be adapted in producing
suitable pastry dishes.

6. Title: Prepare, bake and decorate basic cakes and biscuits.

Specific Outcome 6.1:

Specific Outcome 6.2:

E'xp'lain': the importance_ of keeping preparation, cooking
and storage areas and equipment hygienically clean
and the impact on the organisation of not doing $0.

Explain the importance of the relationship between time
and temperature when cooking cakes and biscuits in
terms of costs, customer satisfaction, food hygiene and
quality of food.
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Specific Outcome 6.3; -

Specific Outcome 6.4:
Specific Outcome 6.5:

Specific Outcome 6.6:
Specific Outcome 6.7:

Specific Outcome 6.8:

Specific Outcome 6.9:

Specific OQutcome 6.10:

Specific Outcome 6.11:
Specific Qutoo_mels.12:. :
| Specﬁc Outcome 6..13:
Specific Outcome 6.14:
Specific Outcome 6.15:

Specific Outcome 6.16:

Specific Outcome 6.17_:
Specific Outcome 6.18:

Specific Outcome 6.19:

Describe the various preparation methods and give
reasons for their suitability.

Describe the main contamination threats when

- preparing, baking and decorating basic cakes &

biscuits.

State organisational requirementé for preparation,
cooking, decorating and storing basic cakes and
biscuits.

Clean preparation areas and equipment hygienically
prior to use according to OHS act specifications.

Select the required type, quality and quantity
ingredients.

Given a rangé of mixture and preparation methods,
select the appropriate method according fo recipe

specifications

Store prepared mixture not for immediate use
hygienically.

Given a range of containers and preparation methods,
use appropriate methods in accordance with product
requirements. -

Select the required type, quality and quantity of cake

‘and biscuit mixtures.

Prepare the mixture suitably for the cooking process

T according to product requirements.

Given a range of finishing, cook cakes and biscuits and
finish them in accordance with recipe specifications.

Given a range of decorations and fillings, select the

" required type, quality and quantity of ingredients.

Prepare fillings and decorations suitably for cake and
biscuit deqdration. :

Decorate products using appr_opriate methods.

Store finished cakes and biscuits not for immediate
consumption hygienically.

Clean preparation areas and equipment correctly after

use.

Given a range of problems with production, decide
what action to take and give reasons for that choice.
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Specific Outcome 6.20;

Specific Outcome 6.21:

Specn" ic Outcome 6.22:

- Work in an organised and efficient manner taking

account of pnontles and deadllnes

Given a sutuatlon advising very short notice of a
wedding function, describe how performance would be
adapted in producing a suitable wedding cake, _
considering that fruitcakes need to stand for a
considerable perlod before they can be iced and
decorated. _

Gwen a tea trolley, descrlbe how performance would

be adapted to produce sultable cakes and blscmts

7. Title: Prepare and present food for cold presentation.

Specific Outcome 7.1:
Specific Outcome 7.2:

Specific Outcome 7.3:
Specific Outcome 7.4:
Specific Outcome 7.5:
Specific Outcome 7.6:
Specific Outcome 7.7:
Specific Outcome 7.8:

Specific Outcome 7.9:

Specific Outcome 7.10:
Specific Outcome 7.11:

Specific Outcome 7.12;

Describe the main contamination threats when
preparing and storing canapés, open sandwiches and
food for cold presentation.

Explain the importance of keeping preparation areas

~and equipment hygienically clean and the impact on the

organlsatlon of not doing so.

Describe the correct accompaniments for the relevant

- items to be served.

Explain the importance of visually appealing finished -

products.

State organiéational'requirements when preparing,
presentlng and storing food for cold presentation.

Clean preparatlon areas and equipment hyglenlcaily
prior to use.

Given a range of bases and other ingredients, select
the requured type quallty and quantity of ingredients.

Prepare ingredients in acoordance with customer

: requurements

~ Prepare garnish and present canapés and sandwuches

in accordance with rec:pe speolﬁcatlons

‘Store ﬁmshed products not for immediate consumption

in accordance wnh OHS act requirements.

Gwan arange of food products and preparation
methods, select the appropnate methods and garnish
food products. -

Hold/keep displayed food in accordance with OHS act
specnﬁcat:ons
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~ Specific Outcome 7.13:
Specific Outcome 7.14: - -«
Sscific Dtsome TA8

Specific Quicome 7.16:

Specific Outcome 7.17:

8. Title:

Specific Outcome 8.1:

Specific Outcome 8.2:

Specific Outcome 8.3:

Specific Outcome 8.4: |

Specific Outcome 8.5:

Specific Outcome 8.6:

Specific Outcome 8.7:

‘Speciﬁc Outcome 8.8:
Specific Outcome 8.9; -
Specific Outcome 8.10:

Speciﬁe Outcome 8.1 'l ”

Ciean preparatlon areas and equipment correctly after

use:

Given a range of problem's with production, decide
what action to take and give reasons for that choice.

C'ont'plete'all work in'an organised and efficient manner
taking account of pnont;es and deadlines.

Given customers who are Kosher, Halaal or vegetarian,

- describe how to adapt performancein selecting and

preparing suitable dishes for cold presentation.

Select appropriate food items for cold presentation at a

- cocktail party, which will be followed by a three-course
meal.

‘Cook — chill foods.

Explain reasons for controlhng portuons when filling

- packages.

Explain reasons for sealing and labelling food

containers correctly before storage and the impact of

not doing so.

Explain the importance of the relationship between time
and temperature when preparing cook-chill food in
terms of costs, customer satisfaction, food hygiene and
quality of food. -

Explain reasons' for f.el.low_ing stock rotation procedures.

Explain reasons for securing storage areas from -
unauthonsed access.

o Explam the. lmportance of monitoring and recording

food temperatures regularly

Descnbe the mann contammatzon threats when storing

cook-chlll foods

| State organisatlonal reqwrements when using the

cook-chill method.

C!een prep'eration' areas and equipment hygienically
prior to use

Gwen a range of food select the required type quality

and quantlty of food

| 'Porhon pack ancl cover food in accordance with safe

hygienic practices.
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Specific Outcome 8.12; -

Specific Outcome 8.13;

Specific Outcome 8.14:
Specific Outcome 8.15:

‘Specific Outcome 8.16:

Specific Outcome 8.17: -
Specific Outcome 8.18:
Soeciﬁc Outcome 8.19:
Specitic Outcome 8.20:
Specific Outcoroe 8.21:
Specific Outcome 8.22: -

Specific Outcome 8.23:

Specific Outcome 8.24:

9. Title:

Specific Outcome 9.1:

Spectﬁc Outcome 9.2:

Specific Outcome 9.3:

Specific Outcome 9.4:

Blast-chill food in accordance with rnanufacturer s
specifications:

Seal food ocntainers-- and label correctly R

Transport food contamers to the appropnate storage _
area within the required time.

Mon:tor and record food temperatures in accordance g

- with safe hyglenlc practlces

Given there are problems with production and storage,
decide what action to take and give reasons for that
choice. -

Complete all work in an organised and efficient manner

taking account of priorities and deadlines.

Store cook-chill items under correct conditions -
according to safe hygienic practices.

Follow stock rotation procedures and use stocks in date
order.

Mamtaln accurate records of food items recewed

-stored and issued.

Handle food items and containers with appropriate care
and ensure they remain undamaged during handling

and transportation.

Keep storage areas clean, tidy and free from refuse.
Secure storage areas from unauthorised access.
Describe the procedure to be followed if the blast-chiller

in the kitchen was out of order and food still had to be
processed in this manner.

Cook ~ freeze foods.

Explain reasons for controlling portions when fi illing

' packages.

Explain reasons for sealing and labelling food -
containers correctly before storage and the rmpact of
not domg S0. .

Explain the |mportanc.e ot 'the relaticnship between time

and temperature when preparing cook-freeze food in
terms of costs, customer satusfactlcn food hyglene and
quality of food.

Explain reasons for following stock rotation procedures.
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Specific. Outcome 9.5: . - Explain reasons for securrng storage areas from e
~ Specific Outcome 9.6: - 1.+

' SpemficOutoome 97

_ Speciﬁo Outcome 9.8:

Specific Outcome 9.9:

Specific Outcome 9.10: - -

Specific Outcome 9.11; .

Specific Outcome 9.12;

Specific Outcome 9.13:
' Specific Outcome 9.14:

Speciﬁc_Or.rtcome- 9;15;. |
Specific Ootcome 9.16:

| Speoﬁic Outcome 9.. 17
Sp_eciﬂc Outcome 9.18: -
Specific Outcome 9.19:

Specific Outcome 9.20:

Spe_cifio Outcome 9.21:

Specific thoome- 9.13: _

Speoiﬁo Outoome 9.14£ |

unauthorised access.

.Explain the importance of monitoring arid recording

food temperature regularly

Desonbe the main- contammation threats when stonng '
cook-freeze foods .

r _State organlsatlonal requu'ements when using the

cook-freeze method

Clean preparation areas and equrpment hygienically

prior to use and adhere to basic principles of hygiene.

Given a range of food, select the correct type, quality
and quantity of food required

Portion pack and-oove'r food hygienically.

BIast-freeze food in acoordanoe with manufachurer s

mstructlons
Seal food containers and Iabel oorrectly

Transport food oontalners to the appropnate storage
area within the requured tlme

Monitor and.-reoord food temperatures in accordance
with safe hygienic practices.

Given problems with production and storage, decide
what actlon to take and glve reasons for that chorce

Store oook-freeze rtems under correct conditions and in
accorda nce wrth safe hygremc practices.

Fol low stock rotation procedures and use stocks in date
order. ;

Marntaln accurate records food items, recewed stored
and |ssued '

Handle food ttems and contalners with approprlate care
and ensure they remain undamaged dunng handling

= and transportatlon

.. Keep storage areas clean tidy and free from refuse
-and at the oorrect tsmperature

Secure storage areas from unauthorised access.

Monitor transportatron temperature before and after

transit.
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Specific Outcome 9.15: " .-

- Specific Outcome 9.16:

Complete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given that the blast-freezer was out of order describe
alternative ways the cook-freeze method could still be
applied. What would be important criteria?

- 10, Title: Provide a cook-freeze or cook-chill food service to clients.

Specific Outcome 10.1:

Sﬁeoiﬁc Outcbme 10.2:
Specific Outcorhe 10..3:
Specific Outcéme 10_.4:
Specific Outcome 10.5:
Specific Outdome. 10.6:
Speﬁiﬁc Outcome 10.7:
Specific Outoome_ 10.8: |
Specificl Outcome 10.9:
épeciﬁc Outcome 10.10:
Speciﬁé Outbome 10.11:
Specific Outcome 10.12:
Specific Outcome 10.13:

Specific Outcome 10.14:

Explain the importance of checking food during hand-
over and the impact on the organisation of not doing
S0.

Explain the procedures that must be followed when
food that is checked does not meet requirements.

Explain the importance of recording the correct
information on the correct documentation.

State organisational requirements when providing a
cook-freeze and cook-chill service to clients.

Check cook-freeze / cook-chill food received to ensure

that it is at the correct temperature.

- Store deliveries received immediately under correct

conditions.

Monitor a.hd record freezer room temperatures in line
with safe hygienic practices.

- Follow stock rotation procedures in line with first-in-first-

out principles.

‘Maintain accurate records of goods received and

issued and make these available to relevant persons.

Issue and pack cook-freeze / cook-chill foods in
accordance with orders received.

Check cook-freeze / cook-chill foods issued during
hand-over.

Secure storage areas from unauthorised access at all
times. :

- Givena problem, decide what action to take and give

reasons for that choice.

- Complete all work in an organised and efficient manner

taking account of priorities and deadlines.
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Specific Outcome 10.15:
Specific Outcome 10.16:
Specific Outcome 10.17:

Specific Outcome 10.18:
Specific Outcome 10.19:

Specific Outcome 10.20:

Specific Outcome-10.21:

Specific Outcome 10.22:

11. Title:

Specific Outcome 11.1:

Specific Outcome 11.2:

Specific Outcome 11.3:
Specific Outcome 11.4:
Specific Outcome 11.5:

Specific Outcome 11.6:.

Specific Outcome 11.7:

Specific Outcome 11.8:

- Order cook-freeze / cook-chill food using the

appropriate documentation.

Carry out checks to ensure that cook-freeze / cook chill

food recewed is of the correct quality.

Store stocks in satelhte kitchens under correct
conditions.

Thaw or heat food in accordanf:e with instructions.
Maintain correct temperature of food prior to service.

Place food on trolieys and hand over to appropriate
person.

Clean work areas and trolleys correctly after use.
Given a customer who requests a range of cook-frozen

foods not currently available due to various reasons,
describe what actions would be appropriate.

| Prepare cook and finish fresh pasta dishes.

Explain the impdrtance of keeping preparation, cooking

-and storage areas and equipment hygienically clean.

Describe the required prbcedureslcondltlons for
optimum safety durlng storage / holding of fresh pasta
dishes. =

Describe ingredients that can be added to fresh pasta
dough to vary the colour and flavour.

Describe methods to minimise common faults in fresh
pasta. :

Describe quality po;nts to look for in cooked fresh pasta
dishes.

Explain reasons for cooling food not for immediate
consumption rapidly or maintaining at a safe hot
temperature after cooking.

Describe the main contamination threats when
preparing, cooking and finishing complex fresh pasta
dishes and explain the prevention of contamination.

State orgénisaﬁoﬁal requirements when preparing,

cooking and finishing complex pasta dishes.
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Specific Outcome 11.9:

Specific Outcofne 11.10:
Specific Outcome 11.11;
Specific Qutcome 11.12;
Specific Outcome 11.13:
Specific Outcome 11.14:

Specific Otﬁcome 11.15:

Specific Qutcome 11.16;

Clean and fully maintain preparation, cooking and
storage areas and equipment throughout the
production period in accordance with hygienic
principles.

Given a range of quality points to consider, select the
correct type, quantity and quality ingredients in
accordance with recipe specifications.

Given a range of pasta and filling ingredients satisfy
organisational standards fully.

Given a range of preparation, processing, cooking and
finishing methods, maximise the quality of the dish by
selecting the correct method and any appropriate
recipe adjustments.

Meet organisational quality standards fully with properly
cooked and finished fresh pasta dishes.

Given a range of unexpected situations and problems,
decide what action to take and give reasons for that
choice.

- Prioritise, delegate as appropriate and complete all

work in an organised and efficient manner in
accordance with priorities and deadlines.

Given the popularity of pasta dishes, describe how to
change traditional dishes into more innovative and
interesting ideas. :

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 4

1. Title:  Prepare and cook basic meat, poultry, game or offal dishes.

Specific Outcome 1.1;

Specific Outcome 1.2:
Specific Outcome 1.3:

Specific Outcome 1.4:

Specific Outcome 1.5:

Describe the various methods of checking quality in
meat, poultry, game and offal.

Deéc'ribe the main contamination threats when
preparing, cooking or storing meat dishes and their
impact on the organisation.

Explain the relationship between time and temperature
when cooking meat in terms of costs, customer
satisfaction, food hygiene and quality of food.

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Describe the impact on customers and the organisation
of not cooking meat to dish requirements.
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Specific Outcome 1.6:
Specific Outcome 1.7:
Speciﬂb Outcome 1.8:

Specific Outcome 1.9:

Specific OQutcome 1.10:

Specific Outcome 11 g |2

Specific Qutcome 1.12:

Specific Outcome 1.13:

Specific Outcome 1.14:
Specific Outcome 1.15:

Specific Outcome 1.16:

Specific Outcome 1.17:
Specific Outcome 1.18:

Specific Outcome 1.19:

Specific Outcome 1.20:

State organisational procedures for preparing, cooking
and storing meat, poultry, game and offal.

Clean preparation areas and equipment hygienically
prior to use and comply with the OHS act.

‘Given a range of meat, poultry, game and offal, select

the required type, cut, quality and quantity required.

Given a range of preparation methods for meat, select
the appropriate method

Combine prepared meat, poultry, game or offal with
other ingredients ready for cooking.

Prepare the appropriate cooking equipment for use.

Prepare cooking areas and equipment hygienically for
use and comply with OHS act specifications.

Given the range of cooking methods cook the meat
using appropriate cooking methods according to
customer and dish

Finish and present meat, poultry, game or offal
according to customer and dish requirements.

Given a range of problems with production, decide
what action to take and give reasons for that choice

Clean cooking areas and equipment correctly after use.

Store prepared dishes not for immediate consumption
hygienically in accordance with health regulations.

Complete all work in an organised and efficient manner
taking account of priorities and service times.

Given a situation such as catering for Kosher / Halaal
customers, describe how performance would be
adapted.

Describe appropriate garnishes for hot and cold meat
dishes, adapting them to the following instances: (a)
Preparing hot meat, poultry, game and offal dishes for
an upmarket a la Carte menu. (b) Preparing cold meat
and poultry dishes for a buffet. (c)Preparing hot meat,
game, offal and poultry dishes for a buffet.
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2. Title: Prepare and cook basic cold and hot desserts.

Specific Qgtoqm,g 2.1;

Speciﬁc:().utodh"fg"ﬁ.:?:_ .

Specific Outcome 2.3:

Specific Outcome 24:;

Specific Outcome 2.5: o

Specific Outcome 2.6:

Specific Ou'toome 2.7

Specific Outcome 2.8:

Specific Outcome 2.9:

Specific Outcome 2.10:
Speciﬁc Outcome 2.11:
Specific Outcome 2.12:

Specific Outco_mga 213: |

Specific Outcome 2.14:

Describe the main contamination threats when -
preparing and cooking hot and cold desserts and
explain how to avoid contamination.

~ Explain the importance of keeping preparation areas,

cooking areas, storage areas and equipment

_ hygienically clean and the impact on the organisation of .
not doing so. .

Explain the relatiohéhip between time and temperature

- when cooking hot and cold desserts.

State organisational procedures for preparing and
cooking hot and cold desserts.

Clean pre'p'aration. cooking areas and equipment
hygienically prior to use and explain why hygiene is
important. b : o

G_i\én a range"of desserts, select appropriate
ingredients of the type, quality and quantity required by |
recipe specifications.

Given a i'ange of preparation and cooking methods for

dessert ingredients, identify appropriate methods and
give reasons

Finish the dessert using appropriate finishing methods
and garnishes

Store finished desserts not for immediate consumption

in accordance with organisational requirements.

Clean préparation and cooking areas and equipment
correctly after use.

Given a fange of problems with production, decide
what action to take and give reasons for that choice.

Compilete all work in an organised and efficient manner
taking account of priorities and deadlines.

Given a customer with gluten intolerance, name

_ desserts that would be suitable for preparation in this

instance.

- Given a vegan customer, explain how performance

would be adapted in preparing desserts that would be
appropriate.
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3. Title: Manage one’s own development.

Specific Outcome 3.1: Describe the most effective method of evaluating the
e = K current level of competence and give reasons why.

Specific Outcome 3.2: Explain the importance of obtaining feedback from
5 3 : others regarding one’s own performance.

Specific Outcome 3.3: Describe the development activities available in and
through the organisation and explain the advantages
and disadvantages of each taking the leamer’s current
position into aooount

Specific Qutcome 3.4: Describe the key skills and competencies for effectwe
: management_ performance.
Specific Outcome 3.5: Describe the impact of time management and explain a
~ possible strategy.
Specific Outcome 3.6: Describe the method of prioritising one’s work and
discuss obstacles and preventative steps.

Specific Outcome 3.7: Explain the impo'rtancebf regular review sessions.
Specific Outcome 3.8: Evaluate own skills and areas for development based

on current and likely future work requirements
(including skills requured to work eﬁectwely with other
team members).

Specific Outcome 3.9: Devise plans to develop own skills consistent wuth
needs identified in the evaluation.

Specific Outcome 3.10: De_vise plans containing specific, measurable and
realistic objectives together with the appropriate
manager in line with the organisatlon s objectives and
policies. - '

Specific Qutcome 3.11: Communicate agreed development activities to develop
own skills to the relevant people.

Specific Outcome 3.12: Obtain feedback from relevant people to be used to
measure/enhance future performance.

Specific Outcome 3.13: Review progress made and reschedule activities at
regular intervals to help achieve planned objectives.
Communicate the outcome of the reviews to the
relevant people.

Speciﬁc Outcome 3.14: Check that own ob;ectwes are speclf c, measurable
e b and achievable.

Specific Outcome 3.15: Check that planned activities are consistent with
prioritised objectives and personal resources.
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Specific Outcome 3.16:

Specific Outoom $ar

Specific Outcome 3.18:

Speciﬁo Outco_me\.3.'1_9:

- GOVERNMENT GAZETTE, 25 AUGUST 2000

Check that estlmates of time required for activities are
realistic and allow for unforeseen circumstances.

Keep unhe!pfut mterruptions and dlgreSSIOI‘IS from
planned work to a minimum.

- Identify- possible unforeseen circumstances and make

suggestions on how to adapt performance to ensure
objectives are met within the agreed deadlines.

. Givena dlfferent oontext such as travel, describe how -
_ performanoe would be adapted

' _UNIT?STANI{)!A_RD_S"TITLES Ann_'sPE-clﬁlc OUTCOMES NQF LEVEL 5

1. Title:  Maintain food pfedl;totion'.oneretlons.

Specific Outcome 1.1;

~ Specific Outcome 1.2
Specific Outcome 1.3:

Specific Outcome _‘t.4:

~ Specific Outcome 1.5:

Specific Outcome 16:

Specific omé;o'._m 4 7

Specific Ou_toome 1.8:

Specific Outcome 1.9:

Specific Outcome ‘_I".10':'

Specific Outcome 1.11:

Specific Outcome 1.12:

~ Explain the |mportance of monitoring the use of
. resouroes on an ongoing basis.

Describe methods of obtalnlng feedback in relation to

~ portion control.

State orgamsational requu'ements for rna:ntainlng food

_productlon operations.

Given a range of resouroes make available to kitchen
staff all the necessary resources in vanous types of

- situations. -

Given a range of mstructlons and food productvon
methods, instruct kltchen staff fully

' Monltor food produetlon methods to ensure approprlate

working practlces are used.

| "'Take appropnate actson to ensure delays are .

minimised.:

-Monitor work activities for efficient use of resources.

Assess yields accurately to ensure targets are met.

" Givena r'ange'-of':si'toations, in which portion control is

applied, inform staff of the importance of maintaining
portion control for the financial success of the
organisatlon ;

. Check portlons and expleln the importance of doing

this.

Given a range of modes ot feedback. monitor feedback
to accurately identify over or under portioning.
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Specific Outcome 1.13: *

Specific Outoo.me 1.14: :
ot BN appropriateformat and make this available to the

Specific:Outcome 1.15:. -
Speciﬁo Outcome 1.16:

Specific Outcome 1.17:

Specific Outcome 1.18:

Monitor opéraﬁons“reguiany
Record relevant information accurately in the
appropnate people.-:

leen a range of unexpected srtuations and probiems
- "decide what actlon to take and. give reasons for that
choice.-

. Prioritise, delegate as appropnate and complete all
‘work in an organised and efficient manner in
accordance with priorities and deadlines.

Given the iimportance of portioning of food, explain how
performance would be adapted in different situations to
ensure that portlon suzes served are correct and not too
big or too small. ; '

Gien a différeiit Sizs operatlon describe how
performance would be adapted when maintalning food
production operations _ :

2. Titi’e:' Maintain a cleaning programme foo k:tohen areas and equipment.

Specific Outoom_e 2.1

Specific Outcome 2.2:

Specific Outcome 2.3:

Specific Outcome 2.4:

Specific Outcome 2.5: -

Specific Outcome 2.6:

Specific Outcome 2.7:

Specific Oubo’me 28

Descnbe potentlal haza rds when using cleaning
matenats and explain how to avoid accldents or
_ -misuse

Descnbe steps to be- followed where problems are
|dent|ﬁed through inspectrons

State- organisatlonal requirements when cleaning I
maintaining_ kitchen areas and equipment.

Given a range of areas where the cleaning programme
applies and a range of modes of communication, inform

- staff and obtain clanﬁcation of the cleaning
procedures. -

-Cond uct mspections while demonstratmg oorreot
procedUres

Make availabie the fuil range of resources necessary
for operations ' _

' Take appropnate action to rectrfy unsatrsfactory work [
and resource problems - -

‘Record all relevant infonnation accurately ina surtabte
format and make thls avallable to the. appropnate

' people
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Specific Outcome 2.9:

Specific _Outoom_e' 2.10:

Specific Outcome 2.11:

.. Given a range of unexpected situations and problems,
- decide what action to take and give reasons for that

choice -

- Prioritise, delegate as appropriate and complete all

work in an organised and efficient manner according to
pnorlhes and deadllnes

Given a new suppller of cleanlng matenals descnbe
how to ensure that the correct cleaning agents and
dilutions of the chemlcals are used.

3. Title:  Maintain and promote food hygiene in the kitchen.

Specific Outcome 3.1:
Specific Outcome 3.2:
Specific Outcome 3.3:
Specific Outcome 3.4:

Specific Outcome 3.5:

Specific Outcome 3.6:

Specific Outcome 3.7:

Specific Outcome 3.8 |

Specific Outcome 3.9:

Specific Outcome 3.10:"

Specific Outcome 3.11:
Specific Outcome 3.12: -

Specific Outcome 3.13:

. Explam the health and safety procedures to be followed

when stonng food.

Expiam the rmportance of ltﬂmg heavy or bulk items in
accordance with safety procedures.

Describe methods to detect signs of pest infestation.
Explain reasons for maintasmng good personal hygiene
when handling and stonng food and the impact of not
doing so.

Explatn the tmportance of keeptng storage areas and
equipment hygtenlcally clean and the |mpact of not

: domg $0.

Descﬁbe th.e mairi .contamination threats when storing

Explain the importance of covering cuts and grazes and

~_ reporting any iliness promptly and the impact of

neglecting to do so.

Explain the importan'ee of the relationship between time
and temperature when storing and cooking food.

. Describe the checks that should be carried out upon

delivery to ensure that food items are in a good
hygienic condition.

Explain reasons for keeping raw and cooked food

| separately during storage. .

Descnbe methods to prevent Cross contammatlon

'Describe the oorrect prooedures for defrost:ng food

items and explain the impact of following incorrect

procedures.

Explain reasons for always storing food in the correct
place.
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Specific Optf.f.ome 3-.-14_:.-.- d
Specit__"_rc Outcome 3.15: -
Spe.cific. Outcome 3.16:
Specific Outcome 3.1 ?:_ B

Specific Qutcome 3.18: -

Specific Outcome 3.19:
Speciﬁc Qutcome 3.20:
Specific Outcome 3.21:
Specific Outcome 3.22: :
Specific Ovicoriia 3.23:I

Specific Outcome 3.24:

Specific Outcome 3.25:

Specific Outcome 3.26:
Specific Outcome 3.27:
Specific Outcome 3.28:

Specific Outcome 3.29:

State organisational requirements when maintaining

and promoting food hygiene.

Given a range of unhygienic activities ‘wash hands
usmg antlseptlc soap after carrying out such activities.

Maintain storage area ina c!ean and hygienic 5 R
oondlhon ;

: Carry out appro’priate' checks upon delivery to ensure

that food items are in good hygienic condition.

Store a range of food demonstrating the correct
procedures and explain the im portance of domg thls in
accordanoe wrth the food type.

Rotate stock followmg correct operatlonal and hygnemc ;

' procedures

Cany out appropnate operatuonal procedures to
mmimlse risk of pest infestation.

Maintain food preparation, cooking areas and
equipment in a hyg:enlc condition.

-Prepare raw and h|gh-r|sk foods separately, using

separate equspment

Remove all unfit or waste food from the food
preparation and cooking area promptly.

Keep all waste bins covered and away from food.

" Maintain food items at a safe temperature throughout

the cooking’proces's in line with safe hygiene practices.

Take corrective measures to address unhygienic =~ .
practices wuthin food preparation, cooking and storage '

areas.

‘Given a range of unexpected situations and problems, -
- decide what' actaon to take and give reasons for that

choice.

Prioritise, delegate as appropriate and complete all ~
work in an organised‘and efficient manner according to
priorities and deadllnes

Given a k:tchen where there are inadequate storage
facilities, describe how to-adapt performance in safely -
storing different food types.

No 2151083
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4. Title:  Maintain food production’quality control systems, procedures
and specifications. ..

Specific Outcome 4.1: -

Specific Outcome 4.2;
Specific Oufoonﬁe 4.3: |

Specific Outcome 4.4:

Specific Outcome 4.5:

Specific Outcome 4.6:

- Specific Outcome 4.7:

Specific Outcome 4.8:

Specific Outcome 4.9:

Specific Outcome 4.10:

Specific Outcome 4.11:

* Describe methods to monitor the effectiveness of

quality control procedures.

Describe steps that can be taken to ensure that quality
systems and procedures are continuously in place.

‘State organisational requirements when maintaining
quality oo_ntrol systems and procedures.

- Given a 'rarige of systéms, procedures and

specifications, maintain these by means of correct
communication, -

Instruct relevant staff fully in the operation of qué_lity

control systems, procedures and specifications.

Ask appropriate members of staff to identify failures in

‘the quality control systems, procedures and

specifications. -
Take appropriate action to rectify deviations from the
established system, procedures and specifications.

Reoord relevant information accurately in the
appropriate format and make available to the
appropriate people.

Given a range of unexpected situations and problems,
decide what action fo take and give reasons for that
choice. -

Prioritise, delegate as appropriate and complete all

-work in an organised and efficient manner in

accordance with priorities and deadlines.

Given a restaurant environment, explain how
performance would differ from one situation to the next
with regard to control systems.

5. Title: Maintain supply levels

Specific Outcome 5.1:
Specific Outcome 5.2:

~ Specific Outcome 5.3:

Describe  the various methods to calculate optimum
stock levels. |

‘Describe the various methods to establish physical

stock levels and the rate of consumption.

Explain stock rotation including FIFO and LIFO
methods. Give examples where each method would be
o g
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Specific Outcome 5.4: ...
Specific Outcome 5.5: .

. Specific Outcome 5.6:

Specific Outcome 57

- Specific Outcome 5.8:

Specifi'c Outcome 5.9:

Specific Ou’.(_cemels._‘l 0:

Specific Outcome 5.11:

Specific Outcome 5.12:
Specific Outcome 5.13:
Specific Qutcome 5.14:
Speeifcc Outcome 5.15:

Specific Outcome 5.16:

Specific Outcome 5.17;

6. Title:

Specific Outcome 6.1:

Specific Outcome 6.2:

Specific Oulcome 6..3:'

Specific Outcome 6.4:

- Explain ordering procedures and supplier preferences

for a particular o_rganisation-.- 5

-Descnbe precautlons when receiving stock and explain

[Explain optimum storage conditions for stock. -

Describe the stock monitoring and control system when

_issuing stock in_the organisation.

Identify supply needs taking optimum stock levels and

supplier lead-time into account.

Decide-which. suppliei' to use and give reasons for this

- decision.

' Place orders taking into account quantity, quality, price

and lead-time.

_Given goods are . dellvered match items against

delivery documentation and purchase specifications,
record any dlscrepancles and decide how the problem

is to be rectified.

Store goods under appnopriate conditions for the type
of goods. _

Maintain a stock rotation system that suits the type of
stock being stored.

| IMamtaln the prooedures to identify and record’

damaged stock. -

Maintain a stock issue system to record all stock

- entering or leaving the store.

Suggest how stock Iosses can be reduced.

: .Suggest how and where lnventones can be reduced in

size. .

Develop and implement new rec!pes and menus.

Explain how the style of the operation can inﬂuence
proposed menu items.

Describe cultural and religious influences that can
impact on menu planning

Descnbe the quahty standards that are required of
proposed recipes

'Descrlbe dietary reqwrements that should be taken into

consideration when proposing a new menu item.
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Specific Outcome 6.5:

Specific Outcome 6.8:

Specific Outcome 6.9:

Specific Qutcome 6.10:

Specific Outcome 6.11:
Specific Outcome 6.12:
Specific Outcome 6.13:
Specific Outcome 6.14:

Specific Outcome 6.15;

Specific Outcome 6.16:

Specific Outcome 6.17:
Specific Outcome 6.18:

Specific Outcome 6.19:

Specific Outcome 6.20:

Specific Outcome 6.21:

Explain reasons for considering kitchen staff skills

S . when developing new menu items.

Explain how resources (equipment, supplies, time &

items.

- costing) can influence the development of new menu

Describe péSsibIe training needs that should be met by

' the organisation with the implementation of new menu

items,

Describe reasons for obtaining feedback from staff on
any operational problems.

Given a different type of catering outlet, explain the
necessity for adapting performance when implementing
new menu items.

Describe the presentation style required by the
organisation and explain the reasons for complying with
this style.

Describe organisational requirements when developing
and implementing new recipes and menus.

Given a range of dietary requirements, take into
account appropriate food combinations and flavours
when developing new recipes.

Calculate rebipe costs taking resources into account.
Given a range of varying quantities, specify ingredient
ratios, cooking times and temperatures for producing
the recipe.

Develop recipes in accordance with the style and policy
of the organisation.

Consult the relevant people and include their input.

Record the recipe accurately in a suitable format and
distribute to the relevant people.

Obtain a range of information relating to new menu
items from the relevant people..

Brief the staff by demonstrating the correct procedure.

Provide staff with resources to enable them to practise
methods of production and presentation.

Use suitable preparation and cooking techniques in
accordance with the recipe.
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Specific Outcome 6.22: Make adjustments to recipes based on practice
~et o sessions and feedback from staff.

Specific Outcome 6:23: - Itroduce new menu items in line with organisational
Chmied L e LEEYE L objectives and requirements.

Specific Outcome 6.24:  Given a range of catering outlets, describe how =
s v ' - performance would be adapted in implementing new
menu items or recipes.
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DIPLOMA IN ACCOMMODATION SERVICES

Servuoes

Sub"-ﬁ'eld:z I:I.ospltality Tounsm Travel ‘Gammg.and Leteore
NQF l.'eveI:- 5 st Bl 2.0

Credits: B |

Purpose of qualiﬁcatxon ..

' This qualifi cétlon ‘has been developed for professuonals in the
-accommodation:industry. It brings together elements of housekeeping,
front office and management. This qualification will professionalise the

- industry and is applicable to all sectors, from small bed and breakfasts

© to large-scale hotels.. The qualification builds on the accommodation

services certificate and provides artlculatlon with Gaming, Travel and
other Tourism industnes

UNIT STAN DARDS FOR ACCOMMODATION SERVICES

Umt standards at NQF Level 4

1. Title: Plan and oonduct meetings
2. Title: Manage ones own development
3. Title: Support and gwde the Ieamer

Unit standards_ at NQF Level 5

1. Title: Improve service to customers -

2. Title: Plan, implement and evaluate sales deveIOpment activrtles

3. Title: Control and order stock - =

4. Title: Research and update Iegal knowledge requ;red for business
-Compllanoe " . e

5. Title: Assess the learner _

6. Title: Manage workplaee retatlons

Unit standards at NQF Level 6

1. Title: Manage mformation flow -
2. Title: Lead and manage teams of people 5,4
3. Title: Conduct disciplinary and grievance prooedures
4. Title: Manage staff development e
5. Title: Contribute to the provision of required staff -
6. Title: Prepare, implement, manage and control budgets
7. Title: Manage quality customer service®
8. Title: Monitor staff performance -
9. Title: Manage workplace diversity

. umT’szNDAhDe FOR ACCOMMODATION SERVICES

UNIT STANDARDS TITLES AND SPECIFIC OUTCOI\IES NQF LEVEL 4

1. T'tie Plan and conduct meetmgs
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UNIT STANDARDS FOR ACCOMMODATION SERVICES
UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 4

1. Title: Plan and conduct meetmgs _

Specific outcome 1.1: Describe standard meeting protocols and procedures
or conducting a meeting and explain the importanc.e of
using these.

Specific outcome 1.2: Explain the |mportance of ensunng that demsrons are
made onty wnthln the authenty of the people attending

__ _ = the meeting. s b o

Speciﬁc outcome 1.3: Discuss ways of managmg dlscussrons so that the

- ' objectives of meetings are met within allocated time
frames.

Specific outcome1.4: Describe methods to determme the purpose end
objectwes of the meeting.

Specific outcome 1.5: Iden’ufy the need for a meetlng and who the relevant
participants are. (Range of meeting: mformal formal
one-off, regular)

Speciﬁc outcome 1.6: Arrange the meetlng and comptle an agenda in
accordance with the purpose of the m_eetlng end_
orgamsatronal requirements. e |

Specific outcome 1.7: Inform the appropriate people of the purpose of the
meeting and provide them with the relevant information
within the designated time frames. (Range of |
appreprlate people: peeple aftending tne meeting,
people who are affected by decisions made, people
outside organlsatlon/department people within
orgamsatlonldepartment) (Range of relevant
information: date, venue, time of rneetlng. directions,
objectives, agenda. briefing/ discussion papers)

Specific outcome 1.8: Confirm agreement_-on'the 'ebjectiires of the meeting at
the beginning of the meeting.

Specific outcome 1.9: Choose epprepriate cheirpersons to chair the meetin_gs

--'aecording- to the type of meeting and meetin'g. protocols.

Specific outcome 1.10: Co_ver the't'opics-,' enceurege p'articipai"ion and reach
decisions within the allocated time frame.
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Specific outcome 1.11: Given a range of problems,decide on a solution and
* take action. (Range of problems: unfocused meeting,

deviation from thé topic, inaccurate minutes,
exceeding time limits, very complex issues)

Speclf ic outoome 1.12: Given a partrcular meeting, decide who should record
the minutes and give reasons why.

Specific outcome 1.13: Ensure the minutes of the meeting are accurately
recorded. | _ "

Specific outcome 1.14: Process any decisidnslinfonnation from the meeting
and communicate this to the appropriate people.

Specific outcome 1.15: Suggest ways to improve meetings, with specific
| referenc_e to the logistics and chairing of the meetings.

2. Title: Manage.ones own development

Specific outcome 2.1: Describe the moét effective method of evaluating the
current level of competence and give reasons why.

Specnﬁc outcome 2.2: Explain the im portance of obtaining feedback from
- others regarding one’s own performance.

Specific outcome 2.3: Describe the development activities available in and
through the organisation and explain the advantages
and disadvantages of each taking the learner’s current
position into account,

Specific outcome 2.4: Describe the key skills and competencies for effective
' management performance.

Specific outcome 2.5: Describe the impact of time management and explam a
possible strategy.

Specific outcome 2.6: Describe the method of prioritising one's work and
discuss obstacles and preventative steps.

Specific outcome 2.7: Explain the importance of regular review sessions.

Specific outcome 2.8: Evaluate own skills and areas for development based
_ on current and likely future work requirements
(including skills required to work effectively with other
team members). (Range of evaluation: carried out by
self, carried out by people within the organisation,
carried out by people outside the organisation).

Specific outcome 2.9: Devise plans to develop own skills consistent with
needs identified in the evaluation.

Specific outcome 2.10:Devise plans cdntaining specific, measurable and
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realistic objectives together with the appropriate
manager in line with the organisation’s objectives and
policies. (Range of objectives: short term, medium
term, and long term.)

Spec:ﬂc outcome 2.11:Communicate agreed development activities to

T develop own skills to the relevant people: (Range of
relevant people: team members, colleagues,
managers specialist)

Spemﬁc outcome 2.12:0btain feedback from relevant people to be used to
measure/enhance future performance.

| Specific outcome 2.13:Review progg'ess made and reschedule activities at
regular intervals to help achieve planned objectives.

Spec:f c outcome 2.14:Communicate the outcome of the reviews to the
_ relevant people. (Range of reviews: carried out alone,
carried out with people inside the organisation, carried
out with people outside the organisation)

Specific outcome 2.15:Check that own objectlves are specific, measurable
and achievable.

Specific outcome 2.16:Check that planned actmtles are consistent with
prioritised objeotwes and personal resources.

Specuf ic outcome 2.17:Check that estimates of time required for activities are
realistic and allow for unforeseen circumstances.

Specific outcome 2.18:Keep unhelpful interruptions and digressions from
planned work to-a minimum.

Specific outcome 2.19:Identify possible unforeseen circumstances and make
suggestions on how to adapt performance to ensure
objectives are met within the agreed deadlines.

Specific outcome 2.20:Given a different context such as travel, describe how
performance would be adapted.

3. Title Support and guude the Iearner _

Speolf ic outcome 3.1: Describe what leamlng resources are available in the
site and how they can be accessed.

Specific outcome 3.2: Descrlbe the appeals pr_ooedure in the site.

Specific outcome 3.3: Explain why the appeals procedure should be clarified
with the learner prior to starting assessment.

Specific outcome 3.4: Explain why the learner should be involved in 'the_
planning process. -
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Specific outcome 3.5: Describe ways to ensure that the leamer understands
the organisational requirements.

Specific outcome 3.6: Advise leamers on basic NQ information. (Range of
basic NQ information : what NQs are, how the
candidate benefits, functional areas and units,
assessment process)

Specific outcome 3.7: Guide learners on the selection of full NQs or Records
of achievement, by using the qualifications framework.

Specific outcome 3.8: Communicate the organisational requirements for
assessment of unit standards to the learner prior to
assessment. (Range of Organisational
Requirements : organisational policies, procedures
and standards, all relevant health, safety and hygiene
principles)

Specific outcome 3.9: Develop, agree and record assessment plans that take
the individual learner’s needs into account. (Range of
assessment plans : details on the qualification/unit
standards to be assessed, estimated completion dates
and feedback dates)

Specific outcome 3.10:Describe what steps should be taken when a learner
is assessed as not-yet-competent, having had
sufficient opportunity to learn and demonstrate the
required competence.

Specific outcome 3.11:Describe how typical communication of organisation
requirements can be adjusted when a learner has a
language/communication difficuity.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 5
1. Title: Improve service to customers

Specific outcome 1.1: Describe the organisation’s customer feedback
procedures and explain the way feedback is recorded,
analysed and stored.

Specific outcome 1.2: Describe various team building techniques that can be
implemented to maintain and improve service
standards.

Specific outcome 1.3: Explain the importance of encouraging colleagues to
offer ideas to improve service to customers.

Specific outcome 1.4: Explain the importance of cultural considerations when
interacting with customers.
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Specific outcome 1.5: Constantly encourage and record comments on.
service reliability from customers.

Specific outcome 1.6: Identify and record changes in customers’ preferences,
and make suggestions for standard procedure
adjustments.

Speciﬁc outcome 1.7; Conduct trend analysis based on customer feedback
and sales data.

Specific outcome 1.8: Evaluate and adjust organisational procedures and
service standards based on customer feedback and
staff input.

Specific outcome 1.9: Communicate changes in procedures and service
standards promptly to all concerned.

Specific outcome 1.10: Initiate service improvement efforts within own area of
responsibility and describe organisational procedures
for doing this.

Specific outcome 1.11: Suggest possible improvements to customer feedback
systems and give reasons for the suggestions.

Specific outcome 1.12: Given that service levels are low, develop a

comprehensive long term plan for raising and
maintaining service levels in the organisation.

2. Title: Plan, implement and evaluate sales development activities

Specific outcome 2.1: Describe the methods of establishing current trends
- and customer preferences and explain its importance.

" Specific outcome 2.2: Describe factors to be considered when developing a
promotional activity.

Specific outcome 2.4: Describe availability and effectiveness of resources to
develop sales activities.

Specific outcome 2.5: Describe factors that indicate the success of
promotional activities.

Specific outcome 2.6: Explain potential barriers that can be anticipated to
prevent sales targets being achieved. ’

Specific outcome 2.7: Explain the effective implementation of sales plans.

Specific outcome 2.8: List external agencies that can assist in
developing/presenting promotional activities.

Specific outcome 2.9: State legal requirements governing the implementation
and review of sales development activities.
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Specific outcome 2.10:Research and identify opportunities for sales
development activities.

Specific outcome 2.11: Plan and 'sbhedil_'_le; sales activities in accordance with
B ' the marketing plan and organisational procedures,

Specific outcome 2.12:Plan sales taking into consideration existing/potential
7 customers and factors which may disrupt the sales plan
~ (Range of factors: supply problems, staffing problems
ie: preventative and contingency planning) . 2 i L

Specific outcome 2.13: Plan sales taking into account available information.
(Range of available information: sales & marketing
reports, financial statistics, market trends, competitive
activity, customer preferences)

Specific outcome 2.14: Estimate potential revenue in consultation with
appropriate colleagues.

Spe¢iﬁ¢_qptbomé'\_2._1 5: Plan activities to maximise individual and team talrg'ets.

Specific outcomie 2. 16: Préée'n.t tﬁe broposed sales development plan to
appropriate people in a suitable format.

- Brief staff on the targets and objectives for the sales
development activities. (Range of sales

- development activities: single product/service,

' multiple products/services, current products, new
products)

Specific outcome 2.17: Encourage staff péﬁicipation and monitor their
progress. ¥

Specific outcome 2.18: Implement and monitor chosen sales development
- plans effectively.

Specific outcome 2.19: Request feédback from customers and respond pro-
: ' actively, . _ -

Specific outcome 2.20:Prepare sales reports in accordance with required time
o frames and organisational procedures.

Spec_ifjc_ outcome 2.21: Plan future sales to include present results.

Specific outcome 2.22: Given another context such as entertainment, suggest
- how planning, implementation and evaluation of sales
development activities would be affected and how
- performance would be adapted.
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3. Title: Control and order s‘tock : '

Specuf ic outcome 3.1: Describe the stock level maintenance techniques in the

company and explain reasons for stock levels.

Speoif c outcome 3.2: Explain the reasons for maintaining continuous stock

supplies with a contlngency plan for inconsistent
deliveries.

Specific outcome 3.3: Explain the importance of identifying and assessing
actual Iosses against ,tho loss forecast.

Specific outcome 3.4: Explain the importance of momtorlng and reporting
' stock performance

Specific outcome 3.5: Explain the impact of madequate stock levels on
customer service.

Specific outcome 3.6: Given stock maintain the requnred level and explain
how these levels are maintained. (Range of stock:
food, beverages, equipment, linen, stationery,
brochures, vouchers/ tickets, souvenir products)

Specific outcome 3.7: Monitor, maintain and adjust as required the stock
security systems, ordering and recording. (Range of
Systems: computerised and manual)

Specific outcome 3.8: Inform colleagues of their individual responsnblhties in
line with organisational requirements regarding the
recording of stock storage and movement.

Specific outcome 3.9: Monitor stock performance and identify and report fast
or slow selling items.

Specific outcome 3.10: Orgamse stock takes at the appropriate times and.
allocate respons:bulntles to staff

Specific outcome 3.11:Produce accurate reports on stock take data within
designated time frames.

Specific outcome 3.12:Identify, record and assess losses accurately against
potential loss forecast on a regular basis. Issue -
reports with reasons and soiutions '

Specific outcome 3.13:Use purchase and supp!y agreements correctly and
record appropriate details.

Specific outcome 3.14:Monitor the delivery process to meet agreed deadlines.
Specific outcome 3.15:Liase with colleagues and suppliers to ensure

continuity of supply, follow up on any problems or refer
to the appropriate person.
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Specific outcome 3.16:Distribute stock 'in- accordance with agreed allocations.

Specific outcome 3.17:Given there is a problem with the existing stock
e oo -ordering and recording system, make
recommendations for improvements.

4, Title; .'ﬁeéearch and upda'te legal knowledge required for business
compliance '

Specific outcome 4.1: Explain the importance of developing and updating
B T one's knowledge of the laws relating to the Relevant
industry. -

Specific outcome 4.2: Explain why each leamner should .conduct their own
\ - research into the law applicable to them, the
organisation and the industry as a whole.

Specific outcome 4.3: Describe legislation that relates to hiring of employees
X .. and explain how to ensure compliance. -
Specific outcome 4.4: Identify different sources of information and explain how
to access this information.

Specific outcome 4.5: dentify, analyse, record and/or distribute appropriate
. information to colleagues which is relative to the
- organisation.

Specific outcome 4.6: Seek legal advice when necessary.

Specific outcome 4.7: Establish and monitor workplace systems and
' g procedures to ensure compliance with legal
requirements.

Specific qutconie 4.8: Identify and modify aspects of the operation that may
S o . infringe the law to ensure compliance with legal
requirements.

Specific outcome 4.9: Use informal and formal research to update legal
b expertise for business compliance and share this
. information with colleagues to be incorporated into
- workplace plans and operations.

Specific outcome 4.10:Given a different context such as retail, describe how
performance would be adapted to comply with
I_eg‘islation. : :

5. Title: Assess candidate performance
Specific outcome 5.1: Describe situations where it is preferable to prove
- - competence from simulations rather than naturally

occurring situations and explain why.

Specific outcome 5.2: Explain the importance of aésessing all the outcomes
across the entire range.
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Specific outcome 5.3: Describe the various methods of assessment and
explain how they are distinguished from one another in
their application. (Range of methods of assessment :-

. “observation, product sampimg, snmulahon. questionlng,
‘testimony) - S =

Specific outcome 5.4: Explain why specific methods of assessment are |
s stipulated for certain unit standards

Specific outcome 5.5: Explain the importance of assessmg a Ieamer s
S ‘knowledge, understanding, decision-making ability,
ability to perform or act and ablllty to adapt to d1fferent
circumstances.

Specific outcome 5.6: Describe the flow of docuimentation required by the
‘- ETQA, from completion of the assessment to capturing
a record of the Iearner s competence on the ETQA
database

Specific outcome 5.7: Explain the ;mportanoe of guvung the learner regular
PN feedback &

Specific outcome 5.8: Explain why the Ieamer should be encouraged to
: _ comment on husf her performance

Specific outcome 5 9: Cot!ect evidence on competence thatis appropnate to
the unit standard!quahﬁcatlon takmg the assessment
criteria into.account. -

Specific outcome 5.10:Use of a variety of assessment "methods. (Range of
- assessment methods: questioning, observation,
simulation, product sample, testimony) e

Specific outcome 5.11:Collect suﬁ‘ cient evidence to maks an accurate
~ judgement of the learner’s ability to meet the required
outcomes and give reasons why the assessor regards
lt as suﬂ‘ncuent

Specific outcome 5. 12 Complete the dooumentation on the assessment and
ensure that it'is an accurate reflection of the learner’s
competence in accordance wuth ETQA requnrements

Specific outcome 5.13:Give clear constructive feedback to the learner and -
: ~ indicate necessary adjustments in performance.

Specific outcome 5.14:Describe what steps should be taken when a learner is
assessed as not-yet-competent, having had sufficient
opportunity to learn and demonstrate the requared
oompetence -

Specific outcome 5 15 Gwen that an organlsatlon has no organlsattonal
~ requirements on record, describe how the method of
assessment would be adapted
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Specrf“ ic. outcome 5.16:Given that a learner has difficulty iry communicating or -
does not understand the assessor’s questions,
'describe ways that the collection of evidence of
competence might be adapted.

6. Title: Manage workplace relations

Speonﬁc outcome 6.1: Explain the importance of having a good understandmg
: of the relevant indusirial relations legislation.

Specific outcome 6.2: Describe formal counselling procedures in the -
workplace. _
Specific outcome 6.3: Describe industrial dispute resolution procedures in the
- workplace. -

Specific outcome 6.4: Explam the 1mportance of managers malntammg up to
: date knowledge of relevant mdustrna{ relatrons
- legislation. i

- Specific outcome 6.5: Descnbe the industrial awards and agreements that are

in p!ace in the organlsatlon
Specific outcome 6.6: Explain the role of unions in the relevant industry.

Specifi ic outcome 6 7: Commumoete mdusmal dlspute procedures to staff
members.

Specific outcome 6.8: Provide eruployees with accurate and unbiased
information on industrial matters.

Specific outcome 6.9: Identify workplace changeshssues that may cause
industrial unrest and take preventative measures

Specn‘" ic outcome 6.10: Identify extemal potentlal causes of unrest to the
organisation.

Specific outcome 6.11:Check and ensure that conditions of employment are in
accordance with the relevant Iegtslatlon and industrial
awards/agreements. ;

Specific outcome 6.12:Establish consultatwe structures for effective two-way
communication with staff and communicate the
importance of following these structures.

Specific outcome 6.13:Develop procedures with the relevant persons for
different processes and communicate details to all
appropriate staff members. (Range of relevant

- persons: manager, human resources manager, staff,
shop steward/ trade union representative, industrial
relations manager) (Range of processes: counselling,

' dlscrphmng staff, gnevanoes dlspute resolution)

Specific outcome 6.14:Use and monltor the various processes and make
adjustments when necessary.
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Specific.outcome 6. 15 Given a different field (mining, information technology,

_ medical) conduct various sessions relating to industrial
relatlons mcludlng dlsmpllnary procedures.

Specific outcome 6.16:Describe how the industrial dispute resolution
procedures would differ if the dtspuie were |n the retanl
or mlnmg industry. -

'UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 6

1. Title: Manage information flow

Specific outcome 1.1: Describe an accepted form 'for writing business reports.

Specific ouloome 1.2: Describe the alphanumenc and mdex systems for ﬁllng
and accessing mformatlon

Specific outcome 1.3: Explain the concept of ‘Just In Time' information
processing. _

Specific outcome 1.4: Describe archiving procedures in the organisation.

Specific outcome 1.5: Explain the importance of information for management,
staff and other departments, and describe the type of
information each group‘ needs.

Specific outcome 1 6 Describe the conoept |nformat|on overload and how to
avoid it.

Specnf c outcome 1.7: Illustrate various ways mformatlon could be presented
for maxlmum |mpact '

Speciﬁc outcome 1.8: Describe typic_al meeting protocols and procedures.
Specific outcome 1.9: Explain stra{egies for keeping meeting on track.
Specific outcome 1. 10'Desoribe s’trategies for--diffﬂsing conﬂict in meetings.

Specific outcome 1. 11 :Explain reasons for mmutes and how to use minutes
correctly

Specific outcome 1. 12 Describe exampies of 1ncorrect use of mmutes and the
* abuse of minutes.

Specific outcome 1.13:Write reports to management clearty, concisely and
accurately _

Specific outcome 1.14: Analyse requests for inforr'nation and decide what
mformation to oommunlcate

Specific outcome 1.15: Analyse incoming information, adjust it to suit the
target audience and communicate it. -
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Specific outcome 1.16:Hold meetings only when necessary and conclude
them as quickly as possible.

Specific outcome 1.17:Interpret and ex;:}'l_airi information that is written by
: others. -
Specific outcome 1.18:Establish procedures that management would follow
regarding communication and explain the reasons for
doing so. '

Specific outcome 1.19:Discuss preferred ways of communication with other
~ staff members, and follow the decisions made.

Specific outcome 1.20:Describe potential sources of information in the field.

2. Title: Lead and manage teams of people

Specific outcome 2.1: Given cultural and religious needs, describe
expectations and constraints that need to be taken into
consideration in the workplace.

Specific outcome 2.2: Describe different styles of management and discuss
' the advantages!di_s'advantages of the various styles.

Specific outcome 2.3: Describe different ways of developing and maintaining
constructive relationships within the working
environment.

Specific outcome 2.4: Describe methods of encouraging partici pation and
open styles of communication.

Specific outcome 2.5: Explain the importance of keeping staff informed of any
changes to current standards, procedure and/or
legislation.

Specific outcome 2.6: Describe principles of teamwork and team
empowerment. (Range of principles: hierarchy, joint
ownership)

Specific outcome 2.7: Stress the importance of handling conflicts promptly.
Specific outcome 2.8: Describe various methods to motivate staff,
Specific outcome 2.9: Describe various methods of conflict resolution.

Specific outcome 2.10:Describe different types of teams and explain how they
: differ from each other in terms of how each team is led
or managed. (Range of types of teams: Formal
departments, self-directed work teams, project teams,
cross-functional teams).

Specific outcome 2.11:Given cultural and religious needs of the people in the
workplace, establish and maintain productive working
relationships
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Specn‘" ic outcome 2.12:Identify barriers preventing successful team work and
discuss and implement solutions.

Specrf‘ ic outcome 2.13:Inform people within own area about their responsibility
for expected standards of work and appropnate
behaviour. . :

Specific outcome'2.14:0ffer advice in a helpful manher and keep an open
communication style to encourage participation.

Specific ouicome 2.15: Inform people comprehenswely and in good time about
; changes in procedures/policy that may affect them.
(Range of people: those for whom one has
responsibility, staff representatives, clients,
colleagues)

Specific outcome 2.16:Encourage individuals to offer ideas or make
alternative suggestions.

Specific outcome 2.17:Handle informétioh on individual team members with
an appropriate level of confidentiality.

Specific outcome 2.18:Develop plans and objectives in consultation with the
team and communicate clearly to all team members.

Specific outcome 2.19:Encourage individual team members to take
responsibility for their own work.

Specific outcome 2.20:Provide mentoring and coaching support to team
members.

Specific outcome 2.21:Analyse information from the wider environment and
- decide whether to share the information with the team,
and why.

Specific outcome 2.22:Monitor team performance and delegate tasks and
responsibilities. :

Specific outcome 2.23:Deal promptly with conflict within a team and obtain a
positive resolution.

Specific outcome 2.24:Given that one cannot reward team members
financially for excellence, suggest other ways to
reward and motivate them.

- Specific outcome 2.25:Given a particular team of people suggest adjustments
to the environment and distribution of work load that
- would improve the team’s productivity.
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3. Title: Conduct discipl!nary' and'grievance procedures

Specrf ic outoome 3.1: Describe Iegtstation governing disciplinary and
: - grievance procedures and explain the importance of
adhering to the Iegm!atlon

Speciﬂo outoome 3:2; Descnbe the procedures for a fair disciplinary hearing.

Speclﬂc outcome 3.3: Exptam the importance of keeping staff informed of any
changes to current procedure and/or legislation.

Specn‘“c outcome 3.4: Cany out a disciplinary and grievance procedures
promptly.

Specific outcome 3.5: Condluict the procedures in a professional manner and
meet various legal requirements. (Range of legal
requirements: the labour relations act, all relevant

‘establishment procedures, Trade Union agreements,
lndlwdual employment condttlons and agreements)

Specnf‘ ic outcome 3.6: Communlcate the results of the disciplinary/grievance
procedure to the relevant people, and required actions
to the: parties ooncerned

Spec:t” ic outcome 3.7 Complete the records of proceedmgs and outcomes
accurately and handle oonf identially.

Spectf ic outoome 3.8: Given an organlsatlon with a different labour situation
“(unionised / non-unionised), describe potential
adjustments in the dlSCiplmary and grievance
- procedures.

4. Title: Manage staff development

Speclflc outcome 4.1: Describe ways to get individuals to share their career
asp:ratuons

Specrﬁc outcome 4.2: Describe ways of probing for future direction when the
: person is re’uoent

Specific outcome 4.3: Describe methods to assess current ability and conduct
gap analysis to determine the future desired ability.

Specsf ic outcome 4.4: Explain the importance of developlng a plan of action
“for career goals

Speclﬁc outcome 4.5: Describe ways to handle people who are not ambitious
to develop.
| Specific outcome 4.6: Describe vertical and horizontal career development
and explain the differences.

Specific outcome 4.7: Explein the difference between the supervisor assisting
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. with career development end professional career -
 management.
Speout‘ c outcome 4 8 tdentlfy traming needs from career dISOUSSIonS wnth the
“staff member

- Specific. outcome 4.9: Determine career direction of the individual jointly and
decide what should be done to move in this direction.

Specific outcome 4. 10 Create short and Iong;term development plans for the
: individual and if appropriate molude a Natlonal
Qualification. :

Specific outcome 4.11:Develop a plan for trairiing, development and
_assessment for the whole department.

Specific outcome 4.12:Decide whether or not to have a professional do career
testing and explain reasons for the decision.

Specuf‘ ic outoome 4. ‘13 tdentn’y trammg needs and arrange the neoessary
‘training. . .

Specific outcome 4.14.Given thet one is transferred to a department where
- development promises were made but no career
development ever occurred, describe the approach to
- the situation and- make suggesttons for moving
forward. .

Specific outcome 4.15: leen that there is ooncern over an mdlwduat'
‘performance; make suggestlons on how the situation
can be improved. .

5. Title: Contribute to the provision of required staff

Specific outcome 5.1: Describe relevant legislation that should be complied
with when recruiting and selecting staff and explain the
importance of complying with this legislation.

Specific outcome 5.2: Explain the tnterr"e'let:ons'hlp between operating
budgets, productwtty and recruitment practlces -

Specific outcome 5.3: Descnbe the. steps in the reoruutment process.

Specific outcome 5.4: Explain-the importance of keeping complete and -
accurate records of the activities during the selection
process.

- Specific outcome 5.5: Explain how work objectives and constraints affect -

staffing requirements.

Specific outcome 5.6: Identify the short-term recruitment needs based on -
K .service, efficiency needs and budgets in the workplace.

Specific outoome 5.7: List the reasons Why'new staff need to be recruited.
.. {Range of needs: termination, resignations,
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retlrements new scope of company, expanszon of
'_ company)

Speczf ic outcome 5.8: Consult colleagues in. connectlon w1th staffing needs

Specific outcome 5. 9 Deﬁne the selection criteria required for the new staff
-based on that particular need. (Range of staff:
. internal, external, permarient, temporary, full-time, part-
trme contract) i
Specrf ic outcome 5.10: Use job descriptions and specifications where available
, ..and appropnate

Speclﬂc outoome 5.11; Obtam approval f0r recruitment initiatives in
accordance with organisational requirements. {Range
of organisational requirements: all relevant

~ establishment procedures such as advertisements,
appllcatlon processing.)

Specd' ic outcome 5 12: Organtse mterwews and other selectlon processes in
accordance with organisational requirements.(Range
‘of selection processes: analysis of written
: -documents (e.g. CV),test of work skills, psychometric
testmg) .

Speclt' c outcome 5 13: Use selectlon crltena only as the basis for selection.

Spectﬁc outcome 5.14: Make offers of employment in accordance with the
. o] posstion specﬁ” cation and organisational requirements.

Specuﬁc outcome 5. 15 Adwse prospectlve employees about details in
. accordance with organisational and industrial/
legislative requirements and inform unsuccessful
applicants of the organisation’s decision.

Speclﬁc outcome 5.16: Provnde the successful applicant wrth a letter of
e appomtment and/or a contract of employment as well as
~ other recruztment information.

Speclﬁc outcome 5. 17 Process and fi Ie the retevant documentation in
; ~accordance with organisational and legislative
' - requirements.

Specific outcome 5.18:Clarify the expectatlons of the new employee

Specific outcome 5.19: Desonbe the d:fferences in approach when selectmg
o _ management employees and front-line employees.

Specn‘" ic outcome 5.20: Make recommendations for the improvement of the
~ current recruitment and selection programme within the
* organisation.
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6. Title: Prepare, implement, manage and control budgets

Specific outcome 6.1: Explain the value of using communication skitls when
; preparing budgets.

Specific: outcome 6.2: Explaln the lmportanoe of ci rculatlng the draft budget

Specific outcome 6.3: Descrlbe the |mpact of internal and external
: - environments on budget preparation.

Specific outcome 6.4: Relay the financial reporting prooedui'es inthe -
organisation and explain the importance of adherence
to these procedures. :

Specific outcome 6.5: Outline and analyse the budgetary process.

Specific outcome 6.6: Explain the |mportance of knowing and understanding
the legislative requirements specific to record keeping
and dlsbursement of funds. _

Specific outcome 6.7: Describe the basw pnnc:ples concepts and types of
budgets and sources of budgeting data and explaln the
importance of understanding these.

Specific outcome 6.8: [dentify, access, review and analyse data required for
' budget preparation. (Range of budgets: departmental
budget, profit & loss/income statement, capital
expendlture budget, prOject budget) '

Specific outcome 6.9: Prepare a draft budget that aocurately reflects
- organisational objectives based on all available
information and guidelines, and circulate it for input,
_negotiation, approval and finalisation.

Specific outcome 6.10:Complete the final budget in the requifed ,form_e_t within ._ _
specified time frames, inform colleagues timeously of
~ final budget decisions and implementation.

Specific outcome 6.11:Review the budget regularly to assess actual
performance against estimated performance.

Specn‘lc outcome 6.12:Investigate, report or rectify any significant variances in
accordance with own area of responsiblhty

Specific outcome 6.13: Momtor and report on key ratios, and advise
appropriate oolleagues of budget status in relation to
fargets.

Specific outcome 6.14:Present recommendations clearly_and logically'to
~ appropriate person or depaﬂmer}tf

Specific outcome 6.15:Complete all financial and statistical reports accurately,
clearly and concisely within designated time frames.
(Range of reports: daily/weekly/monthly transactions
- & reports, departmental, occupancy, sales
performance, commission earnings, sales returns)
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Specific outcome 6.16:Use appropriate procedures and documents for
drawing up, implementing, recewmg, controllmg and
 reporting on the budget.

Specific outcome 6.17:Use alternative sources of data or information if
~ specified sources are unavailable.

Specific outcome 6.18:Adjust budgets where ﬁecessary to meet unexpected
situational, organisational or environmental challenges.

Specific outcome 6.19:Given a different context such as retail or travel,
describe how performance would be adapted.

7. Title: Manage quality customer service

Specific outcome 7.1: Describe the quality management system used in your
organisation and give a definition of quality
management used universally.

Specific outcome7.2: Describe ways of researching oompetltors quality of
service.

Specific outcome7.3: Describe the various research methods to obtain
information on customer needs, expectations and
satisfaction levels and explain which is the most
effective method and why. (Range of methods: formal,
informal) :

Specific outcome 7.4: Explain the importance of including colleagues when
planning customer service improvement programmes.

Specific outcome 7.5: Use formal and informal research to obtain information
on customers’ needs, expectations and satisfaction
levels. (Range of informal research: talking to
customers, qualitative/ quantitative research, feedback
from service delivery colleagues, analysis of
competition, analysis of industry/ market trends)

Specific outcome 7.6: Consider changes in external or internal environments
‘in planning quality service.

Specific outcome 7.7: Provide oppo”rtuhities for colleagues to participate in the
customer service planning process.

Specific outcome 7.8: Approaches are developed and communicated to
colleagues and customers.

Specific outcome 7.9: Monitor customer service sténdards with ongoing
feedback sought from customers.

Specific outcome 7.10:Use coaching to assist colleagues to deal with
“ customer service issues.
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Specific outcome 7.11:dentify customer service problems make adjustments
and communicate details to the people involved within
the appropriate time frames.

Specific outcome 7.12: Given another context such as retaal descrlbe how
performance would be adapted to ensure quailty
customer semce _

8. Title: Monitor staff performance

Specific outcome 8.1: Explain the importance of feedback, coaching, support

and guidance when monltonng the performance of
staff. ; :

Specific outcome 8.2: Explain why managers need updated knowledge and
& understandlng of industrial relations issues when
managing staff performance g

Specific outcome 8.3: Describe the procedures for implementing formal
P appraisal systems in the organisation and make
recommendations to improve the system.

Specific outcome 8.4: Consult and inform staff about expected standards of
- performance.

Specific outcome 8.5: Monitor ongoing"performance in'the workplace
according to organisational goals/objctives using
effective performance measure_ment.syste_ms._

Specific outcome 8.6: Provide feedback, guidance and support to colleagues
formally and informally, on an ongoing basis.

Specific outcome 8.7: Recognlse achievements and outstanding performance
Yo § ; and reward such achlevements in accordance with ‘
organisational requirements. (Range of rewards:
monetary, leave, prizes, recogmtlon at awards
ceremony)

Specific outcome 8.8: Identify the need for further coaching/training and
organise this in accordance with organlsatlonal
reqwrements

Speclf ¢ outcome 8.9: Identify performance problems promptly, investigate
possible solutions and explain and agree with the
person in question.

Specific outcome 8.10 Follow up the cutcome_o'f coach'ingltr'ain'ing inthe =
workplace and monitor effect_iveness.

Specific outcome 8.11: Orgamse!arrange a formal counsellmg session where
necessary.
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Specn‘” ¢ outcome 8.12:Explain the procedures for implementing formal
appraisal systems correctly,

Specific outcome 8.13:Conduct individual appraisals openly and fairly in
accordance with orgamsatlonal procedures.

Specific outcome 8.14:Complete and file appraisal records, agree an action
plan with colleagues and follow up the plan in the
workplace.

Specific outcome 8.15:Given an entirely different field (e.g. mining, chemical
computer) describe how performance would be
adapted when monitoring staff performance.

1

Specific outcome 8.16:Develop and implement a plan for improving
performance within the department

9. Title: Manage workplace diversity

Specific outcome 9.1: Explain the concept and benefits of diversity and how it
is used to enhance work performance in the
department/organisation.

Specific outcome 9.2: Describe specific diversity issues that apply to
colleagues in the relevant industry.

Specific outcome 9.3: Describe specific diversity issues that apply to
customers in the organisation.

Specific outcome 9.4: Explain how leaders can encourage cross-cultural
communication.

Specific outcome 9.5: Use own individual behaviour as a role model for others
to demonstrate respect for diversity.(Range of
diversity: race, language, special needs, disabilities,
gender, family structure, age, sexual preference)

Specific outcome 9.6: Assist and coach colleagues in ways of accepting
diversity when dealing with other colleagues and
customers.

Specific outcome 9.7: Recognise and use the skills of a diverse workforce to
enhance performance from the department.

Specific outcome 9.8: Promote the benefits of a diverse workforce to
colleagues.

Specific outcome 9.9: Recognise workplace problems that arise from diversity
issues and take appropriate action promptly to resolve
the situation.

Specific outcome 9.10:Use coaching and mentoring to assist collegues to
work successfully in a diverse environment
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Specific outcome 9.11:Develop planning and work practices in a manner that
shows respect for workplace diversity.

Specific outcome 9.12:Facilitate a study of various cultures within the
organisation and use information from this study to
develop an action plan to improve culturally related
workplace relations.
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Fl_eld; i

~ DIPLOMAIN WH_O_I.ESALE TRAVEL

... Services

Sub-field: Hospitality, Tourism, Travel, Gaming and Leisure

NQF Level: 5

Credits: 240"

Pufpose of qualification:

1. Title:

1. Title:

2. Title:
1. Title:

1. Title:

This qualification has been developed for the senior consultant in the-
wholesale travel industry. Such a qualification will professionalise the
_ industry, ensuring a more competent workforce and smoother career
* progression. It also provides the basis for further development into
specialist and management areas within the travel industry as well as
articulation with Hospitality and other Tourism industries.

UNIT STANDARDS FOR WHOLESALE TRAVEL
~ Unit standards at NGF Level 4

‘Analyse wholesale travel

" Unit standards at NQF Level 5

Plan and operate a tour

Calculate costs and price travel packages

Unit standards at NQF Level 6
Book and issue tour operator documentation

~ Unit standards at NQF Level 7
Start-up and manage a small business
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UNIT STANDARDS FOR WHOLESALE TRAVEL
UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 4
1. Title: Analyse wholesale travel
Specific outcome 1.1: Describe the roles and functions of the inbound émd
outbound wholesaler and distinguish these from retail

travel.

~ Specific outcome 1.2: Explain the concept ¢ of distribution within the group
travel mdustry

Specific outcome 1.3:Describe the various associations that impact on the
' wholesale industry. '

Specific outcome 1.4: Explain the term “GSA” (General Sales Agent).

Specific outcome 1.5: Describe the types of products “GSAs” offer on behalf
of foreign tour operators and principals. -

Specific outcome 1.6: Describe structures within the wholesale industry and
distinguish between horizontal and vertical structuring.

Specific outcome 1.7: Describe the different functions, with reasons for each
of them, in a typical wholesale organisation and the
different roles th_at staff play,

Specific outcome 1.8: Describe components and elements of a package tour
or Inclusive tour (IT). - '

Specific outcome 1.9: Describe various types of tours and compare benefits
and dlfferences o

Specific outcome 1.10:Compare group travel with independent travel and
explain the motivation for joining group travel.

Specific outcome 1.11:Describe research material specifically used in the
wholesale industry and explain how information is
accessed and interpreted.

Specific outcome 1.12:Decide which principal offers the best service at the
most competitive rate.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 5

1. Title: Plan and operate a tour
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'Speciﬁc outcome 1.1: Given a defined neéd, select destinations to be
o included in the itinerary, taking into consideration the
profile of the target market.

Specific outcome 1.2: Identify appropriate research aids that can be em ployed
to-establish gateways, available transport, :
accommodation, available sightseeing tours, dates of
__events, climatic conditions and political situation of the
~ destination(s). . .

Specific outcome 1.3: Select the tour components to match the target market.
: ~ (Range of components: transport, transfers,
accommodation, meals, sightseeing trips, shopping
- expeditions, special interest activities and leisure time).

Specific q{ftcp'mé 1.4: EXpIain_ po'infs" fegarding tour cdmponents to be taken
© TR E into consideration when planning group tours.

Specific outcome 1.5: Describe the programme of daily activities that match
TR T the profile of the target market, taking days of arrival
and departure and travelling time into account.

Specific outcome 1.6: Describe the legal liabilities of the supplier, tour
' operator, retail agent and customer and recommend
additional travel insurance cover.

Specific outcome 1.7: Draft a project plan to determine the lead time required
for the following: negotiations with suppliers: booking
., Teservations; ticketing time limits; design and
" preparation of brochure material: meetings with copy-
writer and publisher; marketing.

- Specific outcome 1.8: Identify special tour components that could be included
- . .. eg.pillow-gifts, meet-and-greet, complimentary drinks,
farewell meal at the end of the tour, tour guides,
porterage and tips, aircraft head covers with logos,
travel bags. . :

Specific outcome 1.9: Given a request to include breakaway trips from the
o . original itinerary, offer additional services and
incorporate these in the tour plan. _
Specific outcome 1.10; Given natural disasters or political instability within a
. specific region, suggest changes to the package and
- explain reasons for the changes.

Specific outcome 1.11: Given that there are fewer particib'ants than the
~ minimum group size, describe alternative
arrangements that can be made and give reasons for
the decision..
2. Title: C:a"fli':_,'ulll_at__ge_:__‘_cpsté,‘érr_d price travel packages
Specific outcome 2.1: Identify fixed costs and 'diéﬁnguish from variable costs.

Specific outcome 2.2: Identify costs excluded from the tour price.
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Specrf c outcome 23: Complle a'checkiist of cos'

lements that should be
included in every tour - ,

Specrf c outcome 2 4: Dlstlngwsh commrssmn from- _overrides a‘ncl mea,’l(-ups.

Specuﬂc outcome 2 5: Calculate commrssuon ovl_,__;'igdes'and mark-ups-.'

Specific outcome 2 6 Descrtbe compu erised quotmg systems currently
available and explain how they are used.

Specific outcome 2. 7 Calculate the cost of a tour takmg the followmg tour
elements into account: accommodation, transport,
‘guide and escort fees, entry fees, levies and taxes,
meals porterage, promotlonal items such as bags,
wallets, pillow gifts, service fees, insurance, tours and
_ aCtIVttIeS gulde aocommodatlon and meals, equipment

Speclflc outcome 2.8: Calculate the tour pnce usmg net rates commlssrons
mark—ups andlor overndes

Speciﬁc outcome_2.9 Evaluate and analyse the ﬁnal tour price and in the
' - event that the tour price | is consndered too hlgh suggest
- potentlal cost reduct:ons '

Specific outcome 2. 10 :Analyse the conditions contalned in contracts and draw
_ compansons between them

Specific outcome 2. 11 :Given currency fluotuatlons descrlbe ways of reducing
t”nanclal Ioss "

Specific outoome 2.12:Given an increase in rates from the principal, decide
whether to mcorporate the oosts into the tour, or use a
: new suppller and explaln reasons for the decision..
Specific outcome 2.13:Given: a situation where an error has occurred,
recommend a way to solve the problem
UNIT STANDARDS ‘l'iTL'E'S:‘ AN D SPEC!FIC OUTCOMES NQF LEVEL 6
1. Title: Book and issue tour operator documentatlon ‘

Specific outcome 1.1: Access fares and rates usnng the GDS/CRS and!or
manuals -

Specrflc outcome 12 Apply Rate of Exchange (ROE) to convert fares and
' rates to ZAR in"order to quote the customer

Specific outcome 1.3:Establish the customer’s needs and offer the most .
suitable airline and routé and suggest alternatwes
_ where appropnate B W .

Specific outcome 1.4: Process the reservatlons and cont” rm with the customer
within 24 hours o
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L Specific outcome 1.5: Inform the customer of deiays and explam why: -

Specific outcome 1.6: Relay relevant trcketlng mfonnatron to the agent when
: agent is issuing tickets.:(Range of information: ticket
time limits; IT code; validity dates;rendorsements/
restrictions and calculatlon and fares entnes quallfylng
data) e, ISR L s -

Specific outcome-1.7: Communicate available sales incentives to the agent.

Specific outcome 1.8: Explain the terms and conditions of contract for the
tour/package to the customer. -

Specific outcome 1.9: Maintain recorcs a"coording to legal requirements.

Specific outcome 1.10:Collect payment timeously and issue vouchers for land
\ arrangements _

Specn“ ic outcome 1. 11 Collect payment tlmeously and issue the appropriate
Standard Traffic Documents (STDs) adhenng to IATA
ticketing procedures. .

Specific outcome 1.12: Determine the. method of dehvery preferred by he .
customer. % : _

Specific outcome 1.13: Calculate commrsslons due and prepare documents for
accountmg : 5

Specific outcome '1'_.14 Given a late reservairon req:uest' olec:de how to obtain
confirmation within the requested time frame and give
.reasons for the actlon chosen. - '

Specific outcome 1 15 leen a schedule change ora change in the
customer’s itinerary, offer the customer the best
- possible alternative available at the time and explain
the reasons for the altematrve offered

Specific ougcome 1.16: leen a breakdown |n teohnology, describe how
performance would be adapted when making
reservatlons and issuing documentatron

Specmc outcome 1.17: Given natural drsasters or pohtlcal rnstabrhty within a
specific region, describe how performance would be
- adapted when making reservations and following the

emergenoy procedures -

UNI‘I' STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 7
1. Title: Start-up and manage a small busineSS

Specific outoome 1k Explaln the importanoe of managrng finances within a
budget to ensure the business is profitable.
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Specific outcome 1.2: Explain the importance of calculating production costs. -
and define profit margins.

Specific ou’toom"e".-"l .3: Explain why actual performance is monitored against
iz planned performance. i

Speciﬁc out&dme 1.4: Deécfibe the impact of market _bhanges on a business.

Specific outcome 1.5: Describe ways to ensure that c‘dstomers needs:are
satisfied.

Specific outcome 1.6: Give an explanation of the role of business in society.
(Range of role: need satisfaction, employment, profit,
- wealth creation) - : . o

Specific outcome 1.7: Explain the relationship between a business and its
environment. (Range of environment: market
‘environment (suppliers, customers, competitors), macro
environment (legal, social, economic, natural,
technological) (Range of functions: marketing / sales,
purchasing, production/‘operations, personnel, finance)

Specific outcome 1.8: Describe the forms of business ownership. (Range of
business ownership: sole proprietor, partnership,
close corporation, company, franchise)

Specific outcome 1.9: Describe the business process and identify its
component parts in relation to other enterprises.

(Range of process: inputs (materials, people,
quipment, premises, money), throughputs (production
- | operations), outputs (products / services) -

Specific outcome 1.10:Form tﬁ'e business into a cohesive entity, and explain
the functions and organisation of the business.

Specific outcome 1.11:List the relevant legal requirements affecting a
business. (Range of legal requirements: licensing,
provisional tax requirements, employees tax, UIF,
VAT, labour law (basic conditions of employment,
Labour relations, Occupational health and safety)

Specific outcome 1.12:.Identify potential small business / entrepreneurial
: opportunities within an industry.

Specific outcome 1.13:Conduct a simple market research / feasibility study.
(Range of market research: Market research /
feasibility, market environment (customers, suppliers,
competitors), SWOT analysis, choice of venture)

Specific outcome 1.14:Prepare a detailed cost estimate and implementation
plan.(Range of estimate & plan: activity schedule /
production process, materials, labour and equipment

- requirements, fixed and variable costs, profit
margins, action plan) e
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Specific outcome 1.15:Implement a small business project in accordance with
the plan and the budget. (Range of implementation:

implement plan, manage expenditure according to _ '
budget, maintain standards, monitor performance)

Specific outcome 1.16:Develop a ﬂnancial"manageméﬁt systefn. (Rangé of
financial management: cash book, balance sheet,
breakeven analysis, cash flow, profit and loss)

Specific outcome 1.17:Given a different environment, describe how
performance would be adapted when conducting a
simple market research study relating to suppliers,
customers and competitors.
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DIPLOMA IN 'FAST FOOD SERVICES
Field: | Services_

Sub-field: _:I_-'!ospitality, Tourism, Travel, Gaming and Leisure

NQF Level: . 5
Credits: 240
Purpose of qualification:

This qualification has been developed for professionals in the fast
food and restaurant industry. It brings together elements of food and
drink preparation and service. This qualification will professionalise the
industry and is applicable mainly to the fast food and restaurant
sector, but would be transferable to another hospitality environment.
The qualification provides articulation with Gaming, Travel and other
Tourism industries.

UNIT STANDARDS FOR FAST FOOD SERVICES
Unit standards at NQF Level 2
1. Title: Handle and maintain utensils and equipment
2. Title: Clean food production areas and equipment
3. Title; Clean and store crockery and cutlery

Unit standards at NQF Level 3

1. Title: Handle and store food

Unit standards at NQF Level 5

1. Title: Maintain food production operations

2. Title: Maintain a cleaning programme for kitchen areas and equipment
3. Title: Maintain and promote food hygiene in food preparation

4. Title: Maintain supply levels



118 No. 21510

GOVERNMENT GAZETTE, 25 AUGUST 2000

w0 UNIT STANDARDS FOR FAST FOOD SERVICES

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES LEVEL2

1. Title: Handle and maintain utensrls and equipment

Specn‘lc ouicome 1.1
Specific outcome 1.2:

Specific outcome 1.3:

Explain the rmportance of cleamng and sanitising cutting
boards after each use m ten'ns of the impact on hygiene."

Explam the nnportance of stonng utensils and equi pmenl
accordmg to organlsational requirements '

Clean and maintain utensils and equipment followmg correct

- procedures. (Range of utensils: spatulas, pots and pans,
~ bowls or dishes or moulds, whisks, sieves or colanders or

- strainers, spoons or ladles or slicers, gralers peelers or

‘Specific outcome 1.4:

Specific outcome 1.5:

zesters or corers, tin opener, cutting boards)

Store utensils and equipment correctly and in accordance with
organisational requurements '

Given an unexpected srtua’rron decrde what action to take and
give reasons for that choice. (Range of unexpected

g sﬂuatrons injury, damaged utensuls or equipment)

Speciflc outcome 1;6

Specific ou_tcorne 1.7

Complete all work inan organlsed and efficient manner in
order to meet schedules and organlsahonal reqwrements

leen a sutuat:on where equipment has not been correctly
stored and is no longer hyguenlc descnbe ways to rectify the
situation. = -

~ 2. Title: Clean food production areas and equlpment

Specific outcome 2.1z

Speciﬁc outcome 22

Specific outcome 2.3
Specific outcome 2.4:
Specific cutcome 2.5

Specific outccrne 2".6

Explain the lmportance of handling and disposing of waste

: correctly in terms of the lmpact on hygiene.

Explain the |mportance of rdentlfylng and selec’u ng the correct
cleaning materials for different types of surfaces and
-equipment. - - ; :

Explain the reasons for turning off equipment before

: dlsmantling and. cleanrng and the lmpact on safety.

State company procedures for cleamng food production areas

‘and equrpment

Clean slnks and handbasnns and ensure they are free flowing
in accordance with orgamsatlonal requirements

'Clean a range of surfaces demonstrating the correct

procedures. (Range of surfaces: metal, wall tiles, painted,

- glass, floor tiles or wnyl or linoleum floor coverings, laminated

surfaces)
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Specific outcome 2.7: Clean all areas using correct procedures. ( Range of areas:

ﬂoors and walls drams gulhes traps shelvrng, cupboards

Specific outcome 2.8: Use correct gleaning equipment and materials’and explain -
why these matenals are used

Specuf c outcome 2 9: Clean and store equrpment after use demonstratmg the |
correct prooedures

Specrt‘c outcome 2 10: Dlspose of refuse and waste food correctly and ensure
containers are clean and ready fcr use.

Specrf c outcome 2 11 Swrtch off food productlon equupment then dlsmantle clean
_ . .and reassemble correctly. (Range of food production
~equipment: ovens, hobs and ranges, griddies or grills or
. salamanders, fryers, bain-marie or hotplates, mixers and
slicers)

Specrﬁc outcome 2.12: Store equiprnent corre'ctly' aftar claanino and ekp_lain the .
imporlance of doing thls

Specrf c outcome 2.13: Given a range of unexpected sutuatlons decrde what actlon to
-take and give reasons for that choice. (Range of
unexpected situations: injury, problems with cleaning
equrpment or supplres equlpment failure)

Speclﬁc outcome 2 14 Complete all work in an organrsed manner. |

Sp.e.ciﬁc ou_tcor_ne 2.15: Given a dlfferent_- type of hosp_ltality establishment describe "
how performance would be adapted.

3. Title Clean and store crockery and cutlery

Specrﬁc outcome 3 1; Explarn why damaged crockery and cutlery should not be
used and the :mportanoe of reportlng damaged |tems toa

8u perSOl'

Specific outcome 3.2: Exptain the reasons for using: the correct equipment to polish
cutlery.

Specific outcome 3.3: '.Explain" the irnportance of using the correct cleaning' materials
in terms of the lmpact on hygrene
| Speclﬁc cutcorne 3.4: Explaln the lmportanoe of stack!ng crockery safely and

carefully and the procedure for deallng with damaged
: crockery s 3

Specific outcome 3.5: Explam the urnportance of keeplng cleaning equipment and
oo ;machmery clean, free from damage and ready for future use.

;.,.Speciﬁc ‘outcome 3.6 Explain. the organrsatlonal requrrements for clearung and
storing crockery and cutlery.
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Specific oulcome < b Prepare crockery and cutlery for clea mng in accordance with
orgamsatlonal requnrements

Specific outcome 3.8: Use cleaning equipmient démonstrating corfect procedures.
(Range of cleaning; by machmery or by hand)

Specrf c outcome 3.9: Wash crockery and cutlery at the approprlate temperature
_ using correctly dlluted oleanmg materials in the dishwasher or
the sink. - -

Specific outcome 3.10: D|Spose of waste or dirty water according to organisational
: requlrements o

Speclﬁc outcome 3.11: Dry and store crockery and cutlery demonstratmg correct
: procedures oo B

Specific outcome 3.12; Keep storage areas clean, tidy and free from refuse and
' _ explaln the importance of dorng this. -

Spec:t” ic outcome 3.13: Polish cutlery where appropnate then stack and store
correctly ready for use. o

Specrﬁc outcome 3.14: Gwen a range of unexpected situations, decide what action to
take and give reasons for that choice. (Range of
unexpected situations: injury, cracked/ chipped plates, out
-of order dlshwasher no hot water)

Specific outcome 3 15: Complete all work m an orgamsed end efficient manner.

Specrﬂc outcome 3.16: Gl.ven a different type of hospitality establlshment describe
» ._h_cw crockery_ _a_n,d_c_utlery _sto_rage_prooedures could differ.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 3

1. Title: Handle and store food =~ = -
Specific outcome 1.1:" Explain reasons for maintaining a constant stock of food
o Hems. v ot r
Specific outcome 1.2 Explain reaeons-'for securing storage areas from unauthorised
T R HOCHS, . iR |

Specific outcome 1,3 Explaln reasons for stormg food at the correct, safe

- temperature_ .and____thhe?_r_rppact_on the _c_rgamsatlon of not doing -

o ettt Ry

Specific outcome 1.4:. Explain the rmportance o,_f etori__ng. thawing frozen food

| i ) correctly-. s et b | b R
Specific outcome 1.5: Explain reasons"for"gtorind raw and cooked foods separately.
Specific outcome 1.6: Explain the importance of lrftlng heavy or bulk items using

o approved safe methods: '
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Specific outcome 1.7: State orgamsational requlrements for handling and storage of
food. S A B
Speclf ic outcome 1.8 leen a range of food ltems and types of food jtems, select .
the correct condltlons for. stonng at all'times in accordance
with OHS act spec:ficetlons (Range of food items: meat,
poultry, ﬂsh frutt vegetables, €ggs, bread |tems cakes and
biscuits, dairy ltems dry goods) (Range of types of food
items: _ambtent, chilled, frozen, cooked, uncooked)~ -~ ..
Specific outcome 1.9: Gi\ten_ a rang'e of packagin'g, take appropriate care when

handling food items so that packaging remains undamaged.
(Range of packagmg cans, bottles orjars, packets boxes,
bags or sacks) sy 30}

Specific outcome 1.10: Store or thaw frozen food correctly'in accordance wuth health
specrf’ cations. e B g R

Specific outcome 1.11: Keep storage areas clean, tidy and free from refuse.

Specific outcome 1.12: Report low food stock Ievels to the appropriate person.

Specut“c outcome 1.13: Secure storage areas from unauthonsed access. ‘ _

Specific outcome 1.14: Given a range of unexpected situations, decide what action to
take and give reasons for that choice. (Range of
unexpected srtuatlons cuts, burns, mjunes to back or othet
injuries, power cuts, equrpment failure, insufficient or.
damaged stock, contamlnated stook [pests blood, foreign
material], stock past ‘use by’ date, freezerbum) -,

Specific outcome 1.15: Complete all'work in an orgamsed and efficient manner taklng
account of priorities and deadlines. - . e ol

Specific outcome 1.16: Given a situation vrhere the freezer has defrosted due'toa - -
power failure overnight, describe the actions to be taken in

- rescurng the meat (high value item) as it has now defrosted -

and should not be re-frozen

Spec:ﬂc outcome 1. 17 Given a sutuahon where there has been an mfestatlon of ants
in the dry store descnbe how to solve the problem

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 5
1. Title: Maintain food productlon operatlons .

Specific outcome 1.1: Explain the importance of monltormg the use of resources on-
an ongoing basis.

gt
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Spectf ic outcome 1.2; Descnbe methods of obtalnmg feedback in relation to portion
control B S

Specific outcome 1.3 State orgamsatlonal requlrements for maintaining food
produotlon operat!ons

Specific outcome 1.4: Givena range of resources make availa ble to kutchen staff all
the necessary resources in various types of situations.
(Range of resources: supplies ,equipment, power, staff,
time) (Range of situations: during normal operations , at
_short notice, special events)

Specific outcome 1.5: Given a range of instructions and food production methods,
instruct kitchen staff fully. (Range of instructions: verbal ,
pictorial , written) (Range of methods: preparation, storage
after production , chllllng, freezing, re-heating, presentation,
distribution)

Specific outcome 1.6: Monitor food production methods to ensure appropriate
working practices are used.

Specific outcome 1.7: Take appropriate action to ensure delays are minimised.
Specific outcome 1.8: Monitor work aotivities for eFﬁoient use of resources.
Specific outcome 1.9: Assess yields aoourately to ensure targets are met.

Specific outcome 1.10:Given a range of situations, in which portion control is applied,
inform staff of the importance of maintaining portion control for
the financial success of the organisation. (Range of
situations: normal service , special events )

Specific outcome 1.11: Check portions and explain the importance of doing this.

Specific outoome 1.12: Given a range of modes of feedback, monitor feedback to
. accurately identify over or under portioning. (Range of
feedback: formally, informally, from customers staff)

Specific outcome 1.13: Monitor operations reguiarly.

Specific outcome 1.14: Record relevant ihformation accurately in the appropriate
format and make thls available to the appropriate people.

SpeCIfio outcome 1.15: Gwen a range of unexpeoted sﬂuatnons and problems, decide
what action to take and give reasons for that choice. (Range
of unexpected situations: supply problems, power

- lequipment failures, staffing problems, incorrect portion size)

Specific outcome 1.16: Prioritise, delegate as appropriate and complete all work in an
organised and efficient manner in accordance with pnonties
and deadlmes
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Specific outcome 1.17: Given the importance of portioning of food, explain how
performance would be adapted in different situations to
ensure that portion sizes served are correct and not tco big
ortoo small. o : - 5

Specific outccme 1.18: Given a dlﬁerent size cperatron descnbe how performance
- would be adapted when malntamlng food production™
operations :

2, Title: Maintain a cleaning programme fcr Iiﬁritcheh a:rea's and equipment

Specific outcome 2.1: Describe potential hazards when using: cleaning materials and
explain how to avoid accidents or misuse.

Specific outcome 2.2: Describe steps to be fcIIcwed where problems are identified
through inspections. :

Specific outcome 2.3: State organisational requirements when cleanmg [-maintaining
kitchen areas and equipment,

Specific outcome 2.4: Given a range of areas where the cleaning programme .~
applies and a range of modes of communication, inform staff
and obtain clarification of the cleaning procedures.(Range of
cleaning programme relates to: food production areas,
preparation areas and equipment, storage areas and* " -
equipment, wash up areas, cleaning equipment, kitchen
offices, staff toilets and change rooms) (Range of
communication: written, verbal, diagrammatic)

Specific outcome 2.5: Conduct inspectione while demonstrating correct
: procedures. (Rangeofmspectlons ongomg, reguiar spct
checks) b

Specific outcome 2.6: Make available the full range of resources necessary for-.
operations.(Range of resources: staff, cleaning equipment,
cleaning agents, protective clothing)

Specific outcome 2.7: Take appropriate action to rectify unsatisfactory work-and. -
resource problems '

Speciﬁc outcome 2.8: Record all relevant mfcrmatlon accurately ina smtable fcrmat
and make this avatiab!e to the approprlate people

Specific outcome 2.9: Given a range of unexpected satuahons and prcblems decrde
what action to take and give reasons for that choice. (Range
of unexpected situations and problems: insufficient
cleaning materials and /or chemicals, cleaning machinery is
faulty, power /equipment fa:lures staff sick, insufficient -
cleaning staff) ..

Specific outcome 2.10: Prioritise, delegate as appropnate and complete all work in an
organised and efficient manner according to priorities and
deadlines.
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Specific outcome 2.11: Given a new supplier of cleanihg materials, describe how to
~ ensure that the correct cleaning agents and dilutions of the
chemicals are used.

3. Title: Maintain and promote food hygiene in food preparation

Specific outcome 3.1: Explain the health and safety procedures to be followed when
storing food.

Specific outcome 3.2: Explain the importance of lifting heavy or bulk items in
accordance with safety procedures.

Specific outcome 3.3: Describe methods to detect signs of pest infestation.

Specific outcome 3.4: Explain reasons for maintaining good personal hygiene when
handling and storing food and the impact of not doing so.

Specific outcome 3.5: Explain the importance of keeping storage areas and
equipment hygienically clean and the impact of not doing so.

Specific outcome 3.6: Describe the main contamination threats when storing food.

Specific outcome 3.7: Explain the importance of cerring cuts and grazes and
reporting any illness promptly and the impact of neglecting to
do so.

Specific outcome 3.8: Explain the importance of the relationship between time and
temperature when storing and cooking food.

Specific outcome 3.9: Describe the checks that should be carried out upon delivery
to ensure that food items are in a good hygienic condition.

Specific outcome 3.10:Explain reasons for keeping raw and cooked food separately
during storage.

Specific outcome 3.11:Describe methods to prevent cross contamination.

Specific outcome 3.12:Describe the correct procedures for defrosting food items and
explain the impact of following incorrect procedures.

Specific outcome 3.13:Explain reasons for always storing food in the correct place.

Specific outcome 3.14:State organisational requirements when maintaining and
promoting food hygiene.

Specific outcome 3.15:Given a range of unhygienic activities, wash hands using
antiseptic soap after carrying out such activities. (Range of
unhygienic activities: handiing waste / food waste, visit to
toilet, touching of face and hair, blowing nose, handling
unwashed fresh foods, smoking, handling cleaning fluids /
materials)

Specific outcome 3.16:Maintain storage area in a clean and hygienic condition.

Specific outcome 3.17:Carry out appropriate checks upon delivery to ensure that
food items are in good hygienic condition.
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Specific outcome 3.18:Store a range of food demonstrating the correct procedures
and explain the importance of doing this in accordance with
the food type. (Range of food items: meat , poultry, fish, dairy
products, vegetables, fruit, eggs, dry goods) (Range of food
types: chilled, frozen, uricooked, cooked)

Specific outcome 3.19:Rotate stock following correct operational and hygienic
procedures.

Specific outcome 3.20:Carry out appropriate operational procedures to minimise risk
of pest infestation.

Specific outcome 3.21:Maintain food preparation, cooking areas and equipment in a
hygienic condition.

Specific outcome 3.22:Prepare raw and high-risk foods separately, using separate
equipment. o

Specific outcome 3.23:Remove all unfit or waste food from the food prepération and
cooking area promptly. :

Specific outcome 3.24:Keep all waste bins covered and away from food.

Specific outcome 3.25:Maintain food items at a safe tempéraiure throughout the
cooking process in line with safe hygiene practices.

Specific outcome 3.26:Take corrective measures to address unhygienic practices
within food preparation, cooking and storage areas.

Specific outcome 3.27:Given a range of unexpected situations and problems, decide
what action to take and give reasons for that choice. (Range
of unexpected situations and problems: equipment faults,
problems with food, customer/staff problems, problems with
deliveries) -

Specific outcome 3.28:Prioritise, delegate as appropriate and complete all work in an
organised and efficient manner according to priorities and
deadlines.

Specific outcome 3.29:Given a kitchen where there are inadequate storage facilities,
describe how to adapt performance in safely storing different
food types.

4. Title: Maintain supply levels

Specific outcome 4.1: Describe the various methods to calculate optimum stock
levels. y

Specific outcome 4.2: Describe the various methods to establish physical stock
levels and the rate of consumption.

Specific outcome 4.3: Explain stock rotation including FIFO and LIFO methods. Give
examples where each method would be used.
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Specific outcome 4.4: Explain ordering procedures and supplier preferences for a
particular organisation.

Specific outcome 4.5: Describe precautions when receiving stock and explain why.
(Range of precautions: hygiene, security, handling,
checking). : '

Specific outcome 4.6: Explain optimum storage conditions for stock. (Range of
stock: perishable, frozen, fragile, hazardous).

Specific outcome 4.7: Describe the stock monitoring and control system when
. _issuing stock in the organisation.

Specific outcome 4.8: _ Identify supply needs taking optimum stock levels and supplier
- lead-time into account.

. Specific outcome 4.9: Decide which supplier to use and give reasons for this
decision. : )

Specific outcome 4.10:Place orders taking into account quantity, quality, price and
lead-time.

Specific outcome 4.11:Given goods are delivered, match items against delivery
documentation and purchase specifications, record any
discrepancies and decide how the problem is to be rectified.

Specific outcome 4.12:Store goods under appropriate conditions for the type of
goods. (Range of goods: perishable, frozen, fragile,
hazardous). :

Specific outcome 4.13:Maintain a Stock rotation system that suits the type of stock
being stored.

Specific outcome 4.1 4:Maintain the brqoed"ures to identify and record damaged
stock.

Specific outcome 4.15:Maintain a stock issue system to record all stock entering or
' leaving the store.

Specific outcome 4.16:Suggest how stock losses can be reduced.

Specific outcome 4.17:Suggest how ahd.whére inventories can be reduced in size.
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Field

Subdfield:
NQF Level:

Credil!s: |

Purpose:

Title:
Title:
Title:
Title:
Title:
Title:
Title:
Title:
Title:
10 Title:
11. Title:
12. Title
13. Title:
14. Title:

CoNOORL®NS

Title:
Title:
Title:
Title:
Title:
Title:
Title:
Title:
Title:

CONDOAWN S

DIPLOMA IN PROFESSIONAL COOKERY

Service

TR S i

'¥';-Hosprtahty Tourism; Travel Gam:ng and Leisure
] :

273 ¢ v

This qualification has been developed for professionals in the
food preparation industry (hospitality). It brings together
elements of food and drink preparation and service as weli as
management. This qualification will professionalise the industry
and is applicable to all sectors, from small restaurants to large-
scale hotels. The-qualification builds on other certificates and
provides articulation with Gaming, Travel and other Tourism
industries.

UNIT STANDARDS FOR PROFESSIONAL COOKERY
Unit standards at NQF Level 2

Handle and maintain utensils and equipment.

Handle and store food.

Clean food production areas and equipment.

Clean and store crockery and cutlery.

Clean food production areas, equipment and utensils
Prepare and cook basic pulse dishes.

Prepare and cook basic rice dishes.

Prepare and cook basic egg dishes.

Prepare and cook basic pasta dishes.

Prepare and cook basic shellfish dishes.

Prepare and cook vegetables for basic hot dishes and salads.
Prepare and cook basic fruit dishes.

Prepare and cook starch.

Prepare and cook basic vegetable protein dishes. -

Unit standards at NQF Level 3

Prepare and cook basic sauces and soups.

Handle and store food.

Prepare and cook basic fish dishes.

Prepare and cook basic dough dishes.

Prepare and cook basic pastry dishes.

Prepare, bake and decorate basic cakes and biscuits.
Prepare and present food for cold presentation.

Cook — chill foods.

Cook - freeze foods.
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10. Title: - Provide a cook-freeze or cook-chill-food service to clients.
1. Title: Prepare cook and finish fresh pasta dishes.

Unit stan_dardé at NQF Level 4

1. Title: . Prepare and cook basic meat, poultry, game or offal dishes.
2. Title:  Plan and conduct meetings. :
3. Title: Manage one’s own development.
4. Title: = Support and guide the learner.
5. Title:  Prepare and cook basic cold and hot desserts,
6. Title: Prepare, cook and finish hot sauces, soups and cold dressings.
Unit standards at NQF Level 5
1. Title:  Maintain food production operations. :
2. Title: Maintain a cleaning programme for kitchen areas and equipment.
3. Title: Maintain and promote food hygiene in the kitchen.
4. Title:  Develop and implement new recipes and menus.
5. Title: Maintain supply levels
6. Title: Improve service to customers.
7. Title: Plan, implement and evaluate sales development activities.
8. Title: = Research and update legal knowiedge required for business
~ .compliance. . :
9. Title: Assess the learner. :
10. Title: Prepare and cook complex meat and offal dishes.
11. Title: Prepare and cook complex game and poultry dishes.
12. Title: Prepare and cook complex fish dishes.
13. Title: Produce complex hot and cold desserts.
14. Title: Produce sauces, fillings and coatings for desserts. _ _
15.Title:  Prepare and process complex sponges and cake products.
16.Title: . Prepare and process complex fermented dough products.
17. Title: Prepare and produce complex pastry products.
- 18. Title: -Prepare, cook and finish complex vegetable dishes.
19.Title: ~ Prepare and cook complex shellfish dishes. _
20. Title: Maintain food production quality control systems, procedures and
specifications.
Unit standards at NQF Level 6
1. Title: Prepare, process and finish pastillage, marzipan products and
Decorative icings. _
2. Title: Prepare, process and finish chocolate and couverture based products.
3. Title:. Process and finish sugar based products. _
4, Title: Manage quality in the organisation.
5. Title:  Monitor staff performance.
. 6,

Title: ~  Manage workplace diversity.
|  Unit standards at NQF Level 7

1. Title: 'Start-up'and 'manageaéméli business.
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~ UNIT STANDARDS FOR PROFESSIONAL COOKERY

UNIT STANDARDS TlTLES AND SPECIFIC OUTCOMES NQF LEVEL 4
1. Title: Prepare, cook and finish hot sauces, soups and cold dressings.

Specific outcome 1.1: Explain the importance of keeplng preparation, cooking
' and storage areas and equ:pment hygienically clean.

Specific Outcome 1.2: Descnbe the requured proceduresfoondrtlons for
' . optimum safety during storage / holding of cooked
sauces, stocks, gravies and glazes.

Specific Qutcome 1.3: Describe the appropriate accompaniments and
- garnishes for the different sauces.

Specific Outoome 1.4: ‘Describe quality points to look for in finished hot
sauces, stocks, gravies and glazes.

Specific Outcome 1.5: - Describe the main contamination threats when making
: and storing sauces, stocks, gravies and glazes and
explain procedures to minimise the risks of
contamination.

Specific Outcome 1.6: Describe methods to minimise common faults in hot
: ' sauces, stocks, gravies and glazes.

Specific Outcoi‘ne 1.7: -  Describe quality points to look for in the main
, ingredients used.

Specific Outcome 1.8: Describe alternative products that could be used to -
substitute high fat ingredients when preparing, cooking
and finishing sauces, stocks, gravies and glazes.

Speci'ﬁc Outcome 1.9: Describe the main contamination threats when making
: cold sauces, dressings and jellies and explain how to
prevent contamination.

Specific Outcome 1.10: Describe procedures to minimise-common faults when
making cold sauces, dressings and jellies.

Specific Outcome 1.11: Describe quahty points to look for in finished cold |
~ sauces, dressings and jellles

Specific Outcome 1.12: Explain the adjustment of recipes to minimise fat
- content of cold sauces, dressings and jelhes

Specific Outcome 1.13: Descnbe the required procedures/conditions for
; optimum safety during storage / holding of prepared
cold sauces, dressmgs and jellies.

Specific Outcome 1.14: - State organisational requirements when preparing hot
" and cold sauces and dressings.
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Specific Outcome 1.15:

Specific Outcome 1.16:

Speciﬁc Outoonhe 117

Specific Outcome 1.18:

Specific Outcome 1.19:

Specific Outcome 1.20:

Speciﬁc Outcome 1.21 :.
Specuﬂc Outcome 1.22:

Specific Outcome 1.23:

Specific Outcome 1.24:

Clean and fully maintain preparation and cooking areas
and equipment throughout the production period
according to hygienic principles.

Given.a range-of quality points to consider, select the: -

required type, quantity and quality ingredients in
accordance with recipe specifications

Use different cooking methods when making sauces
and stocks following correct procedures

Meet orgfahisaﬁorial quality standards fully with properly
prepared, cooked and finished products.

Given a range of preparation, cooking and finishing
methods maximise the quality of the dish by the
selection of the correct method and any appropriate
recipe adjustments.

Given a range of prepafed , cooked and finished
sauces, dressings and jellies, satisfy organisational
quality standards fully.

Store products not for imm‘édiate consumption following
correct procedures. '

Given a range of problems with production, decide

- what action to take and give reasons for that choice.

Prioritise, dele’gaie as appropriate and complete all
work in an organised and efficient manner in

. accordance with priorities and deadlines.

Given a traditional steakhouse, adapt the available
sauces on the menu to reflect modern trends of lower
fat content, fewer flour thickened sauces and more fruit
based sauces.

UNIT STANDARDS TITLES AND SPECIFIC OUTCOMES NQF LEVEL 5

1. Titl:  Maintain food production operations.

Specific outcome 1.1: _
Specific Outcome 1.2

Specific Outcome 1.3:

Explain the importance of monitoring the use of
resources on an ongoing basis.

Describe methods of obtéinihg feedback in relation to
portion control. S

State organisational requirements for maintaining food
production operations.
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Specific Outcome 1.4:  -..-Given a range of resources; make available to kitchen™ '~
- . staff all the: necessary resources in various types of
..« situations::: o .
Specific Outcome 1.5: - . Given a range of instructions and food production ~~ "
el g oo __,__,-:methods -instruct-kitchen staﬁ fully.

Specific Outcome 1.6: o Mcnitcr focd prod uctlon methods tc ensure appropnate

. working practices are used '
Specific Outcome 1.7: o Take apprcpnate acticn tc ensure delays are

: : ; mmum:sed -

Specific Outcome 1.8: Mcnutor wcrk actwlhes fcr efﬁcuent use cf resources.
Specific Outcome 1.9: Assess ylelds accurately fo ensure targets are met
S peciﬁc' Odtccme 1.10: leen a range cf sntuatlcns, in which portion control is

applied, inform staff of the importance of malntalmng o
.~ portion control for the financial success ofthe + =~ "7
L _crganlsatton .

Specific Outcome 1.11: Check pcrtucns and explain the tmportance of dcmg
. . this. ] G 5

Specific Outcome 1.12: Given a range cf modes of feedback, monitor feedback
' - to accurately |dent|fy over or under portioning. A

Specific outcomes 1.13: Monitor _cperatlons regularly.
Specific Outcome 1.14: . .Record relevant information accurately in the

appropriate format and make this available to the
apprcpnate pecple

Specific Outcome -_1;15: - Givena range of unexpected situatlcns and prcblems
e -+ decide what action to take and give reasons for that
~ choice. .

Specific Outcome 1.16: Prioritise, delegate as appropriate and ccmplete all
= - -work in an organised and efficient mannerin--
accordance with pnorlties and deadlmes

Specific Outcome 1.17: leen the |mpcrtance of pcrticnlng cf fond explam hcw
performance would be adapted in different situations to'
‘ensure that portion sizes served are correct and nof too
big or too small

Specific Outcome 1.18: Given a dlfferent size cperatlcn describe hcw
performance would be adapted when malntalnlng fccd
; prcductlcn operations.
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2. Title: Maintain a cleaning programme for kitchen areas and equipment.

Specific Outcome 2.1:'
Specific Outcbme 2.2
Specific Outcome 2.3:

Specific Outcome 2.4:

Specific Outcome 2.5:
Specific Outcome 2.6:
Specific Outcome 2.7:

Specific Outcome 2.8:
Specific Qutcome 2.9:
Specific Outcome 2.10:

Specific Qutcome 2.11:

Initial hazards when using cleaning materials and
explain how to avoid accidents or misuse.

Describe steps to be followed where problems are |
identified through inspections.

State organisational requirements when cleaning /
maintaining kitchen areas and equipment.

Given a range of areas where the cleaning programme
applies and a range of modes of communication, inform
staff and obtain clarification of the cleaning
procedures.

Conduct inspections while demonstrating correct
procedures.

Make available the full range of resources necessary
for operations.

Take appropriate action to rectify unsatisfactory work
and resource problems.

Record all relevant information accurately in a suitable
format and make this available to the appropriate
people.

Given a range of unexpected situations and problems,
decide what action to take and give reasons for that
choice.

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner according to
priorities and deadlines.

Given a new supplier of cleaning materials, describe
how to ensure that the correct cleaning agents and
dilutions of the chemicals are used

3. Title: Prepare and cook complex meat and offal dishes.

Specific Outcome 3.1:
Specific Outcome 3.2:
Specific Outcome 3.3:

Specific Outcome 3.4:

Explain the importance of keeping preparation, storage,
cooking areas and equipment hygienically clean.

Explain reasons for maintaining meat and offal not for
immediate use at a safe temperature before cooking.

Describe quality points to look for in frozen and fresh
meat or offal.’

Describe the procedures and organisation of controlling
portions and minimising waste.
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Specific Outdoi‘ne 3.5
Specific Outcome 3.6:

Specific Outcome 3.7:
* Specific Outcome 3.8:

Specific Outcome 3.9:

Specific OQutcome 3.10:

Specific Outcome 3.11:

Specific Outcome 3.12:
Specific Outcome 3.13:
Specific Outcome 3.14:
Specific Qutcome 3.15:

Specific Outcome 3.16:
Specific Outcome 3.17:

Specific Outcome 3.18:
Specific Outcome 3.19:

Specific Qutcome 3.20:

Desonbe methods to mlnlmise fat content when
-preparing meat and oﬁal

Descnbe current tnands when preparing meat and offal
dishes for cookmg

Describe the main contamination threats when

preparing, cooking and finishing meat and offal dishes

and explain how to prevent contamination.

Describe the required conditions/procedures for

optimum safety during storage / holding of raw or

cooked meat and offal.

Describe procedures to minimise common faults in
meat and offal dishes.

Describe the quality points to look for in finished meat
and offal dishes.

Explain the impbrlance of rapidly cooling meat and offal
not for immediate use and/or maintaining it at a safe
hot temperature after cooking.

Explain methods for checking that meat and offal
dishes are cooked to the correct degree.

Describe meat and offal dishes suitable for a low fat
diet.

State organisational requirements when preparing,
cooking and storing complex meat and offal dishes.

Clean and fully maintaih preparation areas and
equipment throughout the production period.

Given a range of meat, offal and relevant quality points,
select the required type, cut, quantity and quality of
meat and offal and other ingredients.

Given a range of preparation methods, maximise the
quality of the dish by making appropnate recipe
adjustments.

Keep cooking areas and equipment clean and fully
maintained throughout the production period.

‘Prepare meat or oﬁal and other ingredients appropnate

for the type of dish.

Given a range of cooking and finishing methods and an
appropriate recipe, make adjustments to maximise the
quality of the dish.
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~ Specific Outcome 3.21: -

i

Speciﬁe Get_eom_e 3.22:

Speciﬁc. Outcome 3.23:

Specific Outcome 3.24:

Specific Outcome 3.25: - -

Specific Outcome 3.26:

Comply with organlsatlonal requirements fully in the
preparat:on eooklng and f inishing of meat and offal

 dishes, -

Store meat and offal preparenons / dishes not for

= immediate consumptuon hygienically and safely.

Gwen a range of problems with production, decide

| what actlon to take and give reasons for that cho:ce

: Pnontnse detegate as appropriate and complete all

work in an organised and efficient manner according to

~ deadlines and priorities.

‘Given an international restaurant at an airport or

holiday resort, describe the types of meat and offal
dishes to select for produchon and cooking in these
units.

‘Explain how to alter the preparation, cooking and

presentation of meat and offal dishes in order to keep
up with current trends.

4. Title: -  Prepare and cook complex game and poultry dishes.

Specific Outcome 4.1: _

Specific Outcorhe 4.2

Specific Outcome 4.3:

Specific Outcome 4.4: :

Specific Outcome 4.5:
Specific Outcome 4.6:

Specific Outcome 4.7:

Spedific:Outcome 4.8:

Descnbe current trends when making complex game

'and poultry dlshes

Describe appropriate preparation and cooking methods
for each type of game anci poultry dish.

Descnbe the ‘quality points to consider in cooked and
finished game and poultry dishes.

Explain the importance of rapidly cooling food not for

‘immediate consumption or maintaining it at a safe hot

temperature after cooking.

Explain procedures to minimise common faults when

preparing and cooking game and poultry dishes.

“Explain which game and poultry dishes are suitable for
~ alow fat diet.

" Describe the requiréd conditions/procedures for

optimum safety during storage / holding of prepared

uncooked- and cooked game and poultry dishes.

" Describe quality points to look for in frozen, chilled and
- “fresh game and poultry. -
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Specific Outcome 49

Specific Outcome 4.10:

Specific Outcome 4.11

Specific Outcome 4.12;

Specific Outoo.lfne 4.13:_
Specific Outcome 4.14:
Specific Outoome 4.15:
Specific Outcome 4.16:
Specific Outcome 4.17:

Specific Outcome 4.18: |
Specific Outcome 4.19:
Specific Outcome 4.20:

Specific Outcome 4.21:
Specific Outcome 4.22:

Specific Outcome 4.23:

Describe the main contamination threats when
__preparing, cooking and storing complex game and

poultry dishes and explain how to prevent
contamination.

- Describeappropnatepreparatlon and &Skli'ng methods
- to be used to minimise fat in finished game and poultry

dishes.

State organisational requirements when preparing,
cooking and storing game and poultry dishes.

Clean and fully maintain preparation areas and
equipment throughout the production period in
accordance with basic principles of hygiene.

Given a range of game and poultry, and quality
characteristics to bear in mind, select the appropriate
type, quantity and quality of ingredients.

Given a range of preparation methods, maximise the

~ quality of the dish by making appropriate recipe

adjustments.

Given a range of cooking and finishing methods,
maximise the quality of the dish by any appropriate
recipe adjustments.

Given a range of game, satisfy the required
organisational standards in selection of game and
preparation

Given a range of poultry, satisfy the required
organisational standards in selection of pouitry and
preparation

Meet organisational quality standards fully in the
cooking and finishing of game and poultry dishes.

Given a réng’é of problems with production, decide
what action to take and give reasons for that choice.

Store game and poultry preparations/ dishes not for
immediate consumption hygienically.

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner according to
priorities and deadlines.

Given é situation where turkey is unavailable for a
Christmas menu, describe the selection, preparation
and cooking of alternative suitable dishes.

Explain how to compile a menu for a restaurant in a
game reserve or game farm.

No. 21510 1385
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5. Title:~

Specific Outcome 5.1;

Specific Outcome 5.2;

Spéciﬁc Outcome 5.3:
Specific Outcome 5.4:
Specific Outcome 5.5:
Specific Outcomé 5.6:

Specific Qutcome 5.7:

Specific Outcome 5.8:
Specific Outcome 5.9:

Specific Outcome 5.10:
Specific Outcome 5.11:;

Specific Cutcome 5.12:
Specific Outcome 5.13:
Specific Outcome 5.14:

Specific Outcome 5.15:

Prepare and cook complex fish dishes.

Explain the importance of keeping preparétion, cooking '
and storage areas and equipment hygienically clean.

Describe me'require_d conditions/procedures for"- -
optimum safety during storage / holding of prepared
fish. - -

Describe methods for controlling portions and
minimising waste. ;

Describe procedures to minimise fat content in fish
dishes. ' e s

Explain reasons for maintaining prepared fish not for
immediate use at a safe temperature before cooking.

Describe quality points to look for in frozen and fresh
fish. - ,

Describe which cuts are most suitable for different
types of fish. .

Explain.reasons for rapidly cooling fish dishes not for
immediate consumption or maintaining a safe hot
temperature after cooking.

Describe the main contamination threats when
preparing, cooking and storing fish and explain how to
prevent contamination. _

Describe procedures to minimise common faults when
preparing and cooking fish dishes.

State organisational req_uireménts when prepéring, '

cooking and storing complex fish dishes.

Clean and'ft'illy maintain preparation areas and
equipment throughout the production period in
accordance with safe hygienic practices.

Given a range of fish and quality points to consider,
select the type, quantity and quality of fish and other
ingredients in accordance with recipe specifications.

Given a range of preparation methods, maximise the
quality of the dish by selection of correct methods and
any appropriate recipe adjustments.

Given a range of.ﬁsh cuts, satisfy organisational quality
standards fully by cuts and preparations.
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Specific Outcome 5.16:

SpepiﬂpQUtme%_ﬁ;-‘l?:
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Specific Outcome. 5.18: -

Specific Outcome 5.19:
Specific Outcome 5.20:
Specific Outcor_né 52%

Specific Outcome 5.22:
Specific Outcome 5.23;

Specific Qutcome 5.24:

6. Tiﬂe:

Specific Outcome 6.1: -

Specific Outoozr'ns 6.2:

Specific Outc_ome 6.3:
Specific Outcome 6.4:

Specific Outcome 6.5:

Specific Outcome 6.6:

Store fish cuts and preparatlons not for immediate use
in accordance with safe hygienic practices.

Prepare fish cuts and other ingredients appropriate for

- the type of dish.

..;.:Giyen a range of cooking and finishing methods,

- maximise the quality of the dish by selecting the correct
methods and making any appropriate re‘:;ipe
adjustments.

| Satisfy organisationai quality standards fully with

properly cooked and finished fish dishes.

Store ﬁsh dishes not for immediate consumption
hygienically.

_Givén a range of pmblems with production, decide

what action to take and give reasons for that choice.

Priori'tise detegaté as appropriate and complete all
work in an organised and efficient manner accordmg to

;. prloritles and deadllnes

Describe how to adapt'perfonnance in the selection,
preparation, cooking and presentation of a fish dish
served for a health conscious customer.

Given a banquet where a complex fish dish is served

‘as a main course, a guest requests a plain piece of
_grilled fish but the fresh fish is finished. Explain how to

adapt performance in satisfying the guest.

Produce complex hot and cold desserts.

Describe the main contamination threats when
preparing and cooking complex hot and cold desserts
and explain the prevention of contamination.

Exp'lain the ifnpdrtance of keeping preparation,
cooking, storage areas and equipment hygienically
clean

Descnbe procedures to control portlons and minimise
waste.

Describe the quahty pomts reiatung to the ingredients
used.

Explain the effects of various temperatures and -
humidity on the ingredients used in hot and cold
desserts.

Describe methods to identify and minimise common |
faults when preparing and cooking hot desserts.
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Specific Outcome 6.7: Describe the effect of temperature, humidity and
: altitude on various desserts during cooking.
Specific Outcome 6.8: Describe the required procedures/conditions for .~
28 j ~optimum safety during storage / holding of uncooked or
.. cooked hot desserts. . |
Specific Outcome 6.9: Describe the required procedures/conditions for

Specific Outcome 6.10:

Specific Outcome 6.11:

Specific Outcome 6.12:

Specific Outcome 6. 13:

Specific Outcome 6.14:

Specific Outcome 6.15:

Specific Outcome 6.16:

Specific Outcome 6.17:

‘Specific Outcome 6.18:

Specific Outcome 6.19;

Specific Outcome 6.20:

Specific Outcome 6.21:

optimum safety during storage/holding of prepared,
cooked and finished cold desserts.

Describe the main contamination threats when

preparing, processing and cooking desserts and
explain the prevention of contamination.

Describe cé,rﬁmbn faults when preparing and cooking
desserts and methods to minimise faults.

. Describe appropriate recipe changes that could be

made to promote healthy eating when preparing hot

~and cold desserts, fillings and sauces.

Describe common faults when preparing and cooking
cold désserts and methods to minimise faults.

State organisational requirements when preparing,
cooking and storing complex hot and cold desserts.

Clean and fully maintain preparation areas and
equipment throughout the production period in
accordance with organisational requirements.

Given a range of quality points to consider, select the
required type, quantity and quality of ingredients in
accordance with recipe specifications.

Given a range of preparation methods, maximise the
quality of the dish by selection of the correct methods
and any appropriate recipe adjustments.

Given a range of products, satisfy organisational quality
standards fully with properly prepared products.

Store prepaféd, semi-prepared, cooke&, and semi-

- cooked products not for immediate use hygienically.

Given a range of cooking and finishing methods
maximise the quality of the dish by selection of the
correct methods and any appropriate recipe
adjustments,. =

Meet organisational requirements fully with properly
cooked and finished products.
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Specific Outcome 6.22: B Store cooked products not for mmed:ate consumptlon
: “hygienically.
Specific Outcome 6.23: Given a'_rénge-bf qudessing ‘methods, maximise the

quality of the dish by selection of the correct processing
and finishing methods and any approprlate recipe

adjustments.
Specific Outcome 6.24: Meet orgamsational quality standards fulty with properly
' prooessed and finished products
Specific Outcome 6.25: Given a range of problems with productlon dec:de

‘what action to take and give reasons for that choice.

Specific Outcome 6.26: Prioritisé. delegate as appropriate, and com pl_e_té all
‘work in an organised and efficient manner according to
priorities and deadlines.

Specific Outcome 6.27: Given a function hosting guests from a variety of
different cultural/religious backgrounds, design a
dessert buffet, which would be suitable.

Specific Outcome 6.28: Design a selection of hot and cold desserts that would
be suitable to serve to a vegan customer.

7. Title: Produce sauces, fillings and doatings for desserts.

Specific Qutcome 7.1: Explaln the impor!ance of keeping preparation,
S cooking, storage areas and equipment hygienically

clean.

Specific Outcome 7.2: Describe the required prddedures!conditions"for _
optimum safety during storage/holding of sauces,
fillings and coatings.

Specific Outcome 7.3: Describe common faults when producing sauces,
fillings and coatings and explain how to avoid faults.

Specific Outcome 7.4: Describe the uses for the various sauces, fillings and
coatings. :

Specific Outcome 7.5: Explain the effect of substituting or reducing s.ugars_dnj__ ;
fats in sauces, fillings and coatings.

Specific Outcome 7.6: Describe the quality pomts to look for in finished
sauces, fillings and coatings.

Specific Outcome 7.7: Explain the effect of temperature and humidity on
ingredients used. '

Specific Outcome 7.8: Describe the current trends when producing sauces,

 fillings and coatings.
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Specific Outcome 7.9:

Specific Outcome.7.10:

Specific Outcome 7.11:
Spediﬁc Outcome 7.12;

Specific Outcome 7.13:

Specific Outcome 7.14:
Specific Outcome 7.15:

Specific Outcome 7.16:

Specific Outcome 7.17:

State organisational requirements when producing
sauces; fillings and coatings.

Clean-and fully maintain preparation areas and
equipment throughout the production period in
accordance with hygienic principles.

Look for quality points and explain their importance.

Given a range of preparation and processing methods,
maximise the quality of the dish by selecting the correct
methods and any appropriate recipe adjustments.

Given a range of prepared sauces, fillings and
coatings, satisfy the organisational quality standards
fully.

Store prepared sauces, fillings and coatings not for
immediate use hygienically.

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner in
accordance with priorities and deadlines.

Given a customer with an allergy to eggs, explain which
sauces are suitable, and which sauces, fillings and
coatings could be adapted for service to such a

~ customer,

8. Title: Prepare and process complex sponges and cake products.

Specific Outcome 8.1:

Specific Outcome 8.2:

Specific Outcome 8.3:
Specific Outcome 8.4:
Specific Outcome 8.5:

Specific Outcome 8.6:

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Describe the required procedures/conditions for
optimum safety during storage/holding of prepared
products.

Describe methods for controlling portions and
minimising waste,

Describe quality points to look for in finished cakes and
sponges and explain common faults made.

Explain the effect of temperature, humidity and altitude
on cakes and sponge products.

State organisational procedures when prepari ng,
cooking and storing cakes and sponge products.
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Specific Outcome 8.7; -

Specific Outcome 8.8:

Specific Outcome 8.9:
Specific Outcome 8.10:

Specific Outcome 8.11:

Specific Outcome 8.12:

Specific Outcome 8.13:
Specific OQutcome 8.14:

Specific Outcome 8.15:

Specific Outcome 8.16:

No. 21510

Clean and fully maintain preparation areas and
equipment throughout the production period in
accordance with hygienic practices.

Given a range of quality points to consider, select the
required type, quantity and quality ingredients in
accordance with recipe specifications.

Prepare cakes and sponges according to approved
methods. B _

Given a range of prepared products, satisfy
organisaﬁonal quality standards fully.

Given a range of processing and finishing methods,
maximise the quality of the dish by selection of the
correct method and any appropriate recipe
adjustments.

Meet'organisational quality standards fully with properly
cooked and finished products.

‘Store products not for immediate consumption

hygienically.

Given a range of problems with production, decide
what action to take and give reasons for that choice.

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner in
accordance with priorities and deadlines.

Given an exclusive coffee shop in an up-market
shopping centre or a five star hotel, describe the
sponge and cake products that should be included on
the menu.

9. Title: Prepare and process complex fermented dough products.

Speciﬁc Qutco_me 9.1
Specific Outcome 9.2:
Specific Outcome 9.3:

Specific Outcome 9.4:

Specific Outcome 9.5:

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Describe methods to control portions and minimise
waste. ' '

Describe methods to increase fibre content of -
fermented dough products.

Describe the main contamination threats when
preparing, processing and storing fermented dough
products and explain the prevention of contamination.

Describe quality points to look for in prepared and
finished fermented dough products.
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Speci_ﬁc Outcome 9.6:

Specific Outcome 9.7:

- Specific Outcome 9.8:

Specific Outcome 9.10:
Specific Outcome 9.11:

Specific Outcome 9.12;

Specific Outcopie 9.13:
Specific Outcome 9.14:

Specific Outcome 9.15:

Specific Outcome 9. 16;
Specific Outcome 9.17:
Speciﬁe Outcome. 9.18:
Specific Outcome 9.19:
Specific Outcome 9.20:

Specific Outcome 9.21:

GOVERNMENT GAZETTE, 25 AUGUST 2000

Explain reasons for storing fermented dough products
-not for immediate consumption at a safe temperature

after cooklng

Explain the effect of altitude, humidity and temperature
on the ingredients and finished products. '

Describe the required procedures/conditions for
optimum safety during storage / holding of processed
fermented dough products as well as precautuons to be

| taken

Explain methods to minimise common faults when

processing and finishing fermented dough products.

State organlsatienal requirements, when processing
fermented dough products.

Clean and fully maintain preparation areas and

“equipment throughout the production period in

accordance with good hygienic practices.

Identify quality points and select ingredients accordmg
to recipe specifications.

Prepare and process ingredients demonstrating
approved methods.

Gwen a range of prepared products, satisfy
organisational requirements fully by properly preparing
the ingredients.

Use preeessing and finishing methods in accordance
with recipe specifications.

_ _Meet organisational requirements fully with properly
.processed and finished products

Stere products not for immediate consumption

_.hygienlcall_y

Given a range of problems with production, decide

~ what action to take and give reasons for that choice.

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner.

Given an up-market breakfast function at which guests
have to stand, select appropriate fermented dough

_products which could be served and describe how to
present them. '
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Specific Outcome 9.22;“__

" Describe apprepnate fermented dough products and
- their presentatlon which could be served in a trendy
café/coffee shop.

e

10. Title: Prepare and produce complex pastry products.

Specific Outcome 10.1:

Specific Outcome 10.2:

Specific Outcome 10.3:

Specific Outcome 10.4:
Specific Outcome 10.5:

Specific Outcome 10.6;

Specific Outcome 10.7;

Specific Outcome 10.8:

Specific Qutcome 10.9:

Specific Outcome 10.10:

Specific Outcome 10.11:

Specific Outcome 10.12;

Specific Outcome 10.13: -
Specific Outcome 10.14:

Explain the importance of keeping preparation, cooking

and storage areas and equipment hygienically clean.
Describe the requrred procedures/conditions for
optimum safety dunng storage/holding of prepared
fresh pastry

Describe methods to control portions and minimise
waste.

Describe types of flour that can be used to increase

fibre in pastry

Explain the effect of temperature and humidity on the
ingredients used.

Explain reasons for rapidly cooling food not for
immediate consumption, or maintain it at a safe hot
temperature afte"r e'oekin'g

Descrlbe quality pomts to look for in cooked pastry
products.

Describe the main contamination threats when
preparing and storing cooked and fresh pastry products
and explain precautions to be taken to avoid
contamination. =

‘State organisational requirements when preparing and

producing pastry products.

Clean and fully maintain preparation areas and
equipment throughout the production period in
accordance with basic principles of hygiene.

Identify quality points and explain their importance.

~ Given a range of pre_paraﬁon and processing methods,
- maximise the quality of the pastry by selection of the

correct methods and any appropnate recipe
adjustments :

Store pastry not for immediate use hygienicaily.

Maintain cleanliness of cooking areas and equipment
fully throughout the production period.
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Specific Outgo.me 10.15:  Givena range of products; select the correct type,
_ : -+ quantity and quality pastry product-ingredients.

Specific Outcome 10.16: Given a range of cooking and finishing methods,
: oo -maximise the quality of the dish by selection.of the . -
correet method and any appropriate recipe
adjustments.

Specific Outcome 10.17: Meet orééhiééﬁonal t;uality standards fully with properly
cooked and finished products.

Specific Outcome 10.18: 'S__toré? p,réd.l.ic.{s not for immediate bonsumption
hygienically.

Specific Outcor.__ﬁe'_\ 10.19:  Given :é:'i:aﬁge-of problems with production, decide
S what action to take and give reasons for that choice.
Specific Outoome 10.20: . . Prioritise, delegate as appropriate and complete all . .

- work-in an organised-and efficient manner in
accordance with priorities ‘and deadlines.

Specific Outcome 10.21:  Describe how and which pastry products and dishes

- can be adapted as healthier options while still using
pastry products.

11. Title: Prepare, cook and finish complex vegetable dishes.

Specific Out@émé 11.1: _. " Explain the importance of keeping preparation, cooking
' and storage areas and equipment hygienically clean.
Specific Outcome 11.2: . .. Describe seasonal variations in quality and availability
of vegetables. . -
Specific Outcome 11.3: -Describe current trends in relation to vegetarian dishes

and explain the differences between vegan and
vegetarian diets.

Specific Outcome 11.4: Describe methods to minimise and retain the nutritional
- value of vegetables during preparation and storage.

Specific Outcome 11.5:  Describe procedures to control portions and minimise
s waste. O
Specific Outcome 11.6: Describe the main contamination threats when

- ... preparing and cooking vegetables and explain the
prevention of contamination.

Specific Outcome 11.7: - _:Describe quality points to look for in fresh vegetables.

Specific Outcome 11.8: Describe preparation methods that can be used to
I ~ increase fibre in vegetable dishes.
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Specific OQutcome 11.9:-

Specific Outcome 11.10: -
< content in vegetable dishes.
Specific Qutcome 11.11:

Specific Outcome 11.12:

Specific Outcome 11.13:
Specific Outcome 11.14:

Specific Outcome 11.15:
Specific Outcome 11.16:

Specific Outcome 11.17:

Specific Outcome 11.18:
Specific OQutcome 11.19:
Specific Outcome 11.20:

Speciﬁc. Outcome 11.21:

Specific Outcome 11.22:
Specific Outcome 11.23:

Specific Outcome 11.24:

- Describe the required procedures/conditions for

optimum safety during storage / holding of complex

| vegetable dlshes

Explain procedures to minimise common faults and fat

Describe quahty points to look for in cooked and
finished vegetable dishes.

State organisational requirements when preparing,
cooking and finishing complex vegetable dishes. '

Clean and fully maintain preparation areas and
equipment throughout the production period in =~
accordance with principles of basic hyglene '

Given a range of quality points to consider, select the
correct type, quantity and quality ingredients according
to recipe specifications.

Given a range of vegetables, retain the nutritional value
adequately during preparation.

Demonstrate correct preparation methods appropriate
for the dish type

Given a range of preparations. satisfy organisational
quality standards fully with properly prepared
vegetables and preparations.

- Store vegetables and preparations not for immediate

use hygienically.

Maintain cleanliness of cooking areas and eq uipm'ent'
fully throughout the'service

Retain nutritional value of vegetables and preparatlons

- adequately during cooking.

Given a range of cooking and finishing methods,
maximise the quality of the dish by selection of the
correct method and any appropriate recipe
adjustments

Meet organisational quailty standards fully W|th properly
cooked and finished dishes.

Store products not for inmediate consumption
hygienically.

Given a range of problems with production, decide
what action to take and give reasons for that choice.
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Specific Outcoljne 11.25:

Specific Outcome 11.26:

Specific Outcome 11.27:

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner in
accordance with priorities and deadlines.

Given a menu with fresh asparagus hollandaise as a

starter, describe how to handle the situation if, even: -
though in season, asparagus were unavailable from

your supplier.

Given a vefy trendy restaurant, explain how to alter the
selection, cooking and presentation of vegetables and
vegetarian dishes to suit the restaurant menu.

12.Title:  Prepare and cook complex shellfish dishes.

Specific Outcome 12.'?:
Specific Outcome 12.2:
Specific Outcome 12.3:_’
Specific Outcome 12_.;1:_
-Sp'eciﬁc Outct;mé 1'2._5::
Specific Oufcome 12.6:

Specific Qutcome 12.7:

Specific Outcome 12.8:
Specific Outcome 12.9:

Specific Outcome 12.10:

Specific Outcome 12.11:

Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Explain reasons for maintaining shellfish not for
immediate use at a safe temperature before cooking.

Describe quality points to look for in fresh and frozen

shellfish and methods for detecting live shellfish.

Describe procedures to control portions and minimise
waste. o

* Describe methods of m’iril_m'ising fat in shellfish dishes.

Describe the required procedures/conditions for
optimum safety during storage / holding of raw and
cooked shellfish.

Describe the main contamination threats when

_preparing, cooking and storing shellfish dishes and

explain how to prevent these risks.

Describe procedures to minimise common faults when

cocking shellfish.

State organis‘ationai.requirelments when preparing,
cooking and storing complex shelifish dishes.

Clean and fuily maintain préparation areas and

equipment throughout the production period in

- . accordance with hygienic practices.

Given a range of shellfish and quality points to
consider, select the required type, quantity and quality

‘of shellfish.
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Specific Outcome 12. 12 =1 Given'a: range of preparation methods and preparataon
' activities, maximise the quality of the dish by selection
- of correct preparation methods and any appropnate
_ recipe adjusiments : ;

Speciﬁc’Odthrﬁe 12.18: *“ Store shellfish and preparations not for immediate use
i S R ~hygienically.

Specific Outcome 12.14: Prepare shellfish and accompaniments appropriate to
: ; the type of dish.

' Specific Outcome 12.15: ' - Given a range of cooking and finishing methods,
maximise the quality of the dish by selection of correct
methods and any appropriate recipe ad_ju__s.tments.

Specific Outcome 12.16:  Meet organisational quality standards fully with properly
: prepared, cooked and fmshed shellfish dishes.

Specific Qutcome 12.17:  Given a range of problems with production, decide
what a’ction to tak_e‘ and give reasons for that choice.

Specific Outcome 12.18: Prioritise, delegate as appropriate and complete all
: work in an organised and efficient mannerin
accordance with priorities and deadlines.

Specific Outcome 12.19: On the menu for a wedding reception, the starter is
- . crayfish bisque. However, crayfish is currently
unavailable. Describe how to adapt performance in -
selecting and preparing an alternative starter/soup.

Specific Outcome 12.20:  Traditionally, mussel starters in restaurants are cream
: © based. Explain how to aiter the dish to cater for
customers on a reduced fat diet.

UNIT STANDARDS TITLES_AND SPECIFIC OUTCOMES NQF LEVEL 6

1. Title: Prepare, process and finish past:llage, marzipan products and
: decorative i lcmgs .

Specific Outcome 1.1: Explain the importance of ke’eping preparation, storage
EE ' -areas and equipment hygienically clean..

Specific Outcome 1.2; Describe the required proced ures/conditions for
' - optimum safety during storage/holding of prepared
pastillage, marz:pan products and decoratlve :cing_s.

Specific Outcome 1.3: Describe quality points to look for in the ﬁmshed
o product.
Specific Outcome 1.4: Describe the main contamination threats when storing

and preparing pastillage, marzipan chocolate and sugar
products and explain the prevention of contamination.



148 No. 21510 GOVERNMENT GAZETTE, 25 AUGUST 2000

Specific Outcome 1.5: Describe procedures to minimise faults and wastage.
Specific Outcome 1.6: Describe current trends when making pastillage and
L ' marzipan products ¢
Specific Outcome 1.7 State orgamsational requirements when preparing and
M : stonng pastillage, marzipan products and decorative
icings.
Specific Outcome_ 1.8: Clean and fully maintain preparation areas and

equipment throughout the production period in
accordance with hygienic principles.

Specific Outcome 1.9: Given a range of quality points to consider, select the
appropriate type, quantity and quality ingredients in
acoordanc‘a with recipe specifications.

Specific Outcome 1.10: Demonstrate various preparatlons methods which are

appropriate to the recipe.
Specific Outcome 1.11: Given a range of products, satisfy organisational
' ' requirements fully with properly finished products.
Specific Outcome 1.12: Store products not for immediate consumption
' hygienically.
Specific Outcome 1.13: Given a range of problems with production, decide

what action to take and give reasons for that choice.

Specific Outcome 1.14: Prioritise, delegate as appropriate and complete all
- - work in an organised and efficient manner according to
priorities and deadlines.

Specific Outcome 1.15: Given a special occasion, where a heavy fruitcake is to
be the showpiece and there is insufficient time to
decorate the cake with pastillage, describe how to
produce an acceptable and attractive alternative.

2. Title: Prepare, process and finish chocolate and couverture based
products.
Specific Outcome 2.1: Explain the importance of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Specific Outcome 2.2: Describe the required procedures/conditions for

: ~optimum safety during storage / holding of fi nlshed

- products.

Specific Outcome 2.3: Describe common faults when preparing, processing

and finishing chocolate, coatings and couverture based
products and their prevention.

| Specific Outcome 2.4: Describe quality points to look for in finished products.
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Specific Outcome 25! walenin

Specific Outcome 2.6: |

Specific Outcome 2.8:

Specific Outcome 2.9:

Describe the, current trends in chocolate products.

_ State organisational requirements when;preparing,
* processing and finishing chocolate, coatings and

couverture based products

Clean and fully maintain processing areas sund

equipment throughout the production period in
accordance with basic principles of hygiene

" Given arange of ingredients and coating and moulding
- compounds, select the correct type, quantity and

quality ingredients in accordance w:th rec:pe

speclﬁcatlons

~ Given a range ef'proce's_'eing and finishing methods and

quality points to consider, maximise the quality of the

.. product by selection of the correct method and any

Specific Outcome 2.10: . .

Specific Outcome 2.11:

Specific Outcome 2.12:

Specific Outcome 2.13:

Specific Outcome 2.14:

appropnate recipe adjustments

Given a range of chocolate products, meet

‘organisational quality standards fully.

Store chocolate products not for immediate -
consumption hygnemcally

Given a range of problems with production, decide

_ what action to take -and give reasons for that choice.

.Prnonttse delegate as appropriate and complete all
- work in an organised and efficient manner in

accordance with priorities and deadlines.

- Given a function (with a limited budget) for 200 people

: ‘where a chocolate garmsh is required for each

Specific Outcome 2.15:

3. ‘Ifitle:__" |
Specific Outcome 3.1:

Specific Qutcome 3.2;

Specific Outcome 3.3: .

Specific Outcome 3.4:

“individual dessert, describe how to select and produce

it. Describe how to’ adapt performance for a lavish
function for a select group of 20 people.

- Describe an appropriate selection of chocolate

products for a restaurant on Valentine’s day.

Process and finish sugar based products.

- Describe quality points to look for in finished products.

Describe current trends in making sugar products.

.. Describe the required procedures and conditions for
~ . optimum safety dunng storageihold:ng of finished
. products. . .

Describe common fauits when processing and finishing
sugar based products and their prevention. '
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Specific Outcome 3.5:
Specific Outcome 3.6:
Specific Outcome 3.7:

Specific Outcome 3.8:

Specific Outcome 3.9:

Specific Outcome 3.10:
Specific Outcome_:lm :
Specific Outloome.'3.12:
Specific Outcome 3.13:

Specific OQutcome 3.14:

Specific Outcome 3.15:
Specific Outoome 3.16:
Specific Cutcome 3.17:

Specific Outcome 3.18:

State organisational requirements when processing

and finishing sugar based products.

Describe safety pomts to be considered when working -
with sugar.

Explain the importanoe_' of keeping preparation, cooking
and storage areas and equipment hygienically clean.

Clean and fully maintain processing areas and

- equipment throughout the production period according
~ to basic principles of hygiene.

Identify quality polnts and explam their |mportance

Process and fi nlsh sugar products demonstrating
oorrect methods _

. Grven a range of products, meet recipe spec:ﬁcatlons

fully.

Store products not for immediate consumption
hygienically.

Given a range of problems with production, deo_ide
what action to take and give reasons for that choice.

Prioritise, delegate as appropriate and complete all
work in an organised and efficient manner in
accordance with priorities and deadlines.

Describe how to ensure successful sugar work if there
is'‘no sugar thermometer in the kitchen. (ls it possible?)

' Describe which sugar products would be appropnate

for use gwen low budget functions.

: Descnbe how performanoe' would be adapted if money

were not an lssue

i lesn a rostaurant where plated desserts are requn'ed

explain which sugar products to select as desserts and

~ gamishes and why.
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