SAULT OOLLECGE OF APPLI ED ARTS & TEGHNOLOGY
SAULT STE. MARIE, ONTARI O

COURSE QUTLI NE

HOUSEKEEPI NG AND SEQRI TY

COURSE TI TLE
HME108 |V
CCDE NO. : SEMESTER
HOTEL AND RESTAURANT NANAGEMENT
4t oROGRAK:
KI M S| EBERTZ
AUTHOR:
JANUARY, 1995
DATE:
PREVI QUS QUTLI NE JANUARY, 1994
DATED:
Newj Revi si on:
APPROVED:
DEAN, SCHOOL OF BUSI NESS & DATE

HOSPI TALI TY



HOUSEKEEPI NG & SECURI TY HMG108
COURSE NAME COURSE CODE

TEXTSs (1) "Managi ng Housekeepi ng Operations", Kappa, N tschke,
& Schappert

"Student Manual " for above

(2) "Security and Loss Prevention Managenment", Ellis and
Security Commttee of AH & MA Student Manual
"Student Manual * for above

The Housekeeping and Security course has been designed to be a self
study course. Casstinme, 1 hour weekly, will provide for:

- question period

- video presentation

- assignment presentation

- testing

COURSE DESCRI PTION -  HOUSEKEEPI NG

This course is designed to give the student a basic understandi ng of
housekeepi ng managenent and its responsibilities to the quality and
quantity policy established to insure upkeep of corporate property.

SESSI ONAL OBJECTI VESI

Upon conpl etion of the objectives, the student should be able to:

1. Describe the role of Housekeeping Departnent in hotel operations,
and explain the inportance of effective comrunications between
housekeeping, front office, and engineering and nmai ntenance
depart nents.

2. ldentify typical cleaning responsibilities of housekeeping depart -
ment and explain how area inventory |ists, frequency schedul es,
per formance standards, and productivity standards are used to plan
and organi ze the housekeepi ng departnent.

3. Apply techniques to devel op and inprove resource skills in
recruiting, selecting, hiring, and orientating.

4. Apply techniques to devel op and inprove resource skills in areas
of training, scheduling, notivating and disciplining. Techniques
addressed include inplenenting the 4 step training nethod,
devel oping a staffing guide, adopting alternative scheduling
met hods, and notivating staff.
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5.

10.

AB[1 .
12.

13.
14.

Manage inventories of recycled and non-recycled itens. Establish
pars for different types of inventories, taking physical
I nventories and effective control procedures.

Control expenses in the departnment by using the operating budget
as a control tool, tracking expenses on the basis of a budgeted
cost per occupied room and inplenenting efficient purchasing
practi ces.

Understand the safety and security needs of the hospitality
operations, and how these issues affect housekeepi ng personnel.
Understand the skills needed to operate an on-prem se |aundry
(OPL). These will include |ayout, different fabric, flow of

I'i nen, typical machines and equi prent needed and staffing.
Under st and t he housekeeper's responsibilities as to the hazardous
materials |egislation, and devel op the proper communi cations
programin that departnent.

Devel op procedures to ensure efficient and cost effective use of
| abor and supplies to guestroom cl eani ng.

Devel op procedures for public and ot her areas of cleaning.

Devel op selection criteria for ceiling surfaces, wall covering,
furniture and fixtures, as well as cleaning criteria for these.

Devel op criteria for bed, linen and uniformsel ection.

Understand the basics of carpet and floor construction, types of
equi pnent used in floor care, and typical cleaning nmethods used.
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SECURI TY COURSE DESCRI PTI ON:

This course explains the issues surrounding the need for individ-
ualized security programs, examnes a wde variety of security and
saf ety equi pnent and procedures, and discusses guest security and
internal asset protection.

VETHOD OF | NSTRUCTI ON

Readi ngs, individual student and group project, filnms, and discussions
fromtext and assi gnnments.

VWere tinme and scheduling permts, guest speakers will be invited to
assist in the course material.

SESSI ONAL OBJECTI VES:

Upon conpl etion of the objectivs, the student should be able to:

1. Discuss the legal concerns in providing safe and secure
accommodati ons for guests.

2. ldentify prelimnary considerations in setting up a security
program including the inportance of |aw enforcenent |iaison and
security training.

3. State the various nethods of security staffing, noting the
potenti al weaknesses of each nethod.

4. ldentify and explain the functions of a wide variety of security
equi pment, including physical security, surveillance,
comruni cations, alarm and guest roomsecurity, such as |ock and
key control s,

5. ldentify and explain purposes of security procedures that deal
Wi th guest protection and internal control.

6. Discuss the elements of and need for conputer security.

7. Cite the special security concerns involved in report witing and
record keeping, nedia relations, special guests or events,
swi nmi ng pool s, health clubs and physical fitness areas.

8. Contribute to the devel opment of an emergency nmanagenment program
dealing with potential evacuation policies (bonb threats,
t or nadoes, bl ackouts, robberies, nedical energencies and
terrorism.

9. Discuss the elenments of a safety program
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EVALUATI ON:
All evaluations stated in the Student Munual are the criteria of the

Educational Institute and have no bearing on the criteria established
as a passing grade at Sault Coll ege.

HOUSEKEEPI NG

The student will be expected to conplete 14 basic self-testing
qui zzes.

Class Participation & Acitivities 10%

Four Progress Tests 30%

Fi nal Exam 60%

Worth 50% of Course - HVMGL08-4 - Final Mark

SECURI TY:
The student wll be expected to conplete 10 basic self-scoring
qui zzes.

Class Participation 10%

Four Basic Progress Tests 30%

Fi nal Exam nation 60%

Wrth 50% of Course - HM3108-4 - Final Mark
PASS - 60%
GRADI NG SYSTEM

A+ 90-100%

A 80- 89%
B 70- 79%
C 60- 69%

R REPEAT - under 59%

AVAI LABI LI TY:

Pl ease see instructor's tinetable for academ c counselling tine.

ROOM L140 EXT. 437
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WORK EXPERI ENCE HM3200
COURSE NAME COURSE CODE
"' RE HOURS: 80 hours

2 weeks - ten 8 hour shifts

I PHI LOSOPHY/ GOALS:

Career experience work placenments are provided by |ocal enployers and
or gani zati ons. Students participate as an "enployee" for a two-week
bl ock placenent at the end of the fourth senester.

"hrough the work placenents, students are able to put classroomtheory
into practice and learn first-hand about the scope and variety of
occupations avail abl e.

At 'idents are assigned their Career Experience placenents by the
program faculty. The assignnments are based upon a review of student
resunmes, placenent preferences, enployer constraints, and the
avai | abl e pl acenment opportunities.

TTe STUDENT PERFORVMANCE OBJECTI VES:

upon successful conpletion of this course, the student will be able

to:

a) Apply, in a work setting, the skills and know edge acquired
during the course of study at Sault Coll ege.

h) Probl em solve and take initiative when presented with new
si tuati ons.

c) Wor k i ndependently with a m ni nrum of supervision.

d) Denonstrate appropriate business conduct, i.e. regular

attendance, punctuality, good groom ng, ability to work
wi th ot hers.

1J1 - COURSE REQUI REMENTS:

Mandat ory attendance while participating in Career Experience is
essenti al . Any absence may require a nedical certificate and m ssed
days reschedul ed. The student nust contact both the enployer and the
Hospitality faculty nmenber to report an absence prior to the start of
the work day.
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OCOURSE REQU REMENTS (con't)

[Jla. Placenent Confirmation:

I ndents will acknow edge their placenent assignment with a resune and
jitter of introduction to the enployer. A copy of the letter of
Introduction is to be filed with the Hospitality faculty. At |east
one week prior to the start of the Career Experience program each
student will confirm the placenent by a tel ephone call or personal
-MSit.

Dit>_ Letter of Thanks:

students are to forward a card or letter of thanks to their "errr)l o%/er"
»t the end of the Career Experience placenent. A copy of the letter
of thanks should also be filed with the Hospitality faculty.

?l1c. Eval uation Met hods:

Eval uati ons are conducted by enployers who are required to conplete
one evaluation of each student "enpl oyee". The Placenent Ofice
provides a standard evaluation form and enployers are required to
di scuss the evaluation prior to signature. The evaluation allows both
the student and the College to neasure the success of the work

pl acenent .

[11d. Student Progress:

The Hospitality faculty are concerned and interested in student
prg%ress_durl ng work placenent. Students should contact the faculty
nmenbers if they have an%/ concerns, or if any serious matter affecting
their work or wel fare should ari se.

| Jle. Dress Code:

Students nust dress in appropriate business attire.

IJIf. Prerequisites:

students nust have conpleted all related subjects up to and including
senester 3.



SAULT OCOLLECGE HOTEL & RESTAURANT NMANAGEMENT
STUDENT WORK EXPERI ENCE EVALUATI ON

STUDENT NAME:

ESTABLI SHVENT:

SUPERVI SI NG STAFF & POSI TI ON:

M was the student: Y N 2) Dd the student: Y
a) Punct ual a) Ask questions
b) Dressed & grooned b) Seem ent husi astic
appropriately
c) QObservant
dg Polite
e) Dependabl e
;') Overall perfornmance: 4) General know edge of the
i ndustry:
a) Excell ent a) Excell ent
bg Very Good by Very Good
c) Cood c) CGood
d; Fair d) Fair
e) Poor d) Poor

5) would you qualify
the student as a
potential enploynent
candi dat e?

?f you have any further comment

wite them down. Any constructive feedback will

now and in future enpl oynent.

Thank you for your cooperation

Hospitality Faculty

regardi ng any of the above,
benefit the student

pl ease



Vér ker * super vi sor :

1. (bservance of Wrk Hours

2. Attendance

3. Appropriate Goomng and Dress
4. Conpliance wth Conpany Rul es
5. Safety Habits

6. Interaction w th Co-workers

7. Ability to Learn Required Tasks
8. Know edge of Wrk

9. Qality of Wrk

10. Quantity of Wrk

11. Wrk Rythm (Pace)

12. Ability to Correct Errors
13. Appearance of Wirk Station

14. Qperation and Care of Equi pnent
15. Attention to duties
tlr?é \%8 sion Making (as it applies to
17. Job Flexibility

18. Accepts direction fromothers
19. Attitude towards supervisor

20. Anmount of supervision required
21. Reaction to frustration

22. Effectiveness under stress

23. Adjust to and accepts change




WORKER EVALUATION FORM

nmiants i



