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HOUSEKEEPI NG & SECURI TY HMG108

COURSE NAME COURSE CODE

TEXTSs (1) "Managi ng Housekeepi ng Operations”, Kappa, Nitschke,
& Schappert

"Student Manual" for above

(2) "Security and Loss Prevention Managenent", EIlis and
Security Commttee of AH & MA Student Manual
"Student Manual " for above

COURSE DESCRI PTI ON -  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 VES:
Upon conpl etion of the objectives, the student should be able to:

1. Describe the role of Housekeeping Departrment in hotel operations,
and explain the inportance of effective comunications between
housekeeping, front office, and engineering and nai nt enance
departnments.

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

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

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

5. Manage inventories of recycled and non-recycled itenms. Establish
pars for different types of inventories, taking physical
inventories and effective control procedures.

6. 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 inplenmenting efficient purchasing
practi ces.
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10.

11.
12.

13.
14.

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
l'inen, typical machines and equi pnment needed and staffing.

Under stand the housekeeper's responsibilities as to the hazardous
materials legislation, and devel op the proper conmunications
program in 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 other areas of cleaning.

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

Develop criteria for bed, linen and uniform sel ection.

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

This course explains the issues surrounding the need for individ-
ual i zed security prograns, examnes a wde variety of security and
safety equi pnment and procedures, and discusses guest security and
i nternal asset protection.

METHOD OF | NSTRUCTI ON

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

Where time 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 enforcenment |iaison and
security training.

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

4. ldentify and explain the functions of a wide variety of security
equi pnent, including physical security, surveillance,
comruni cations, alarm and guest roomsecurity, such as lock and
key controls.

5. ldentify and explain purposes of security procedures that dea
with guest protection and internal control.

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

7. QGte the special security concerns involved in report witing and
record keeping, nedia relations, special guests or events,
sw mm ng pools, health clubs and physical fitness areas.

8. Contribute to the devel opnent of an energency nanagenent program
dealing with potential evacuation policies (bonb threats,
t ornadoes, bl ackouts, robberies, nedical energencies and
terrorism.

9. Discuss the elenents of a safety program
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EVALUATI ON
All evaluations stated in the Student Manual 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 - HM3EL08-4 - Final Mark

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

Class Participation 10%

| ndi vi dual or G oup Assignnents 10%

Four Basic Progress Tests 30%

Final Exam nation 50%

Worth 50% of Course - HMGEL08-4 - Final Mark
PASS - 60%

AVAI LABI LI TY:
Pl ease see instructor's tinmetable for academ c counselling tinme.

ROOM B1114 EXT. 583



