Unit 4

QUESTION SHEET

Food Safety

Read the Manual, Sec�on 4. Then answer the following ques�ons:
58. A�er food has been cooked and it is ready to be served, you are responsible for the ﬁnal
check. What should you check for before and a�er the food is put on a plate?
•
•
•
•
59. You are going to serve a fruit pla�er and a bowl of soup. The dishes are in the kitchen
next to each other. IS there danger of cross contamina�on?

60. Why and how?

61. What can be done to avoid any cross contamina�on?

62. Imagine your hotel is serving a buﬀet today. There will be hot food and chilled food
served in bain-maries. You must know how long either can be kept and at what
temperature. Read the following statements and cross out the incorrect on sentence.
a) Hot food has to be kept hot at or above 63°C.
Hot food has to be kept hot at 45°C.
Hot food can be kept below 63°C but only for about two hours.
b) Chilled food has to be kept at or below 0°C.
Chilled food has to be kept at or below 8°C.
Chilled food can be kept at 10°C for about four hours.
63. How can you maintain the correct holding temperature for prepared food and why is it
important to do so?
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QUESTION SHEET

Food Safety

4:9
Instructions:
1. Have the following study tools; Videos, Workbook Unit 4 and Manual.
2. Watch Video Clip 4.9.
3. Answer ques�ons 64 – 70.
QUESTIONS
64a. Why does the Chef remove the nuts from the dish?

64b. Are you allergic to any food items you see in the picture?

65. Does your Manager know?

66. What are the procedures your hotel has for guests with allergies?

67. A customer asks if a certain dish is free from a certain allergen. You do not know the answer.
What do you do?
•
•
•
•
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Read the Manual, Sec�on 4. Then answer the following ques�ons:
68. Why is it important to know that certain foods can cause allergic reac�ons?

69. How much do you know about processed/cooked food and drinks? Look at the table and
say which has allergy-inducing ingredients (see box) An example has been done for you:
Allergy-inducing ingredients: milk, eggs, nuts, seafood, len�ls, pineapple, tomatoes
Food / Drink

What ingredient?

Yes/No

Mango lassi
Kiribath
Fruit Salad
Kokis
Pi�u
Devilled cu�leﬁsh
Curd
Black tea
Wade
Ice Cream Sundae

70. Look at your hotel's menu and choose three dishes. Write down the main ingredients and
see if any of the dishes contain any of the allergens from Ques�on 69.
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This Unit will take approximately 31 hours to complete
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Unit 4 Maintain Food Safety When Storing, Holding and Serving Food
Unit No. & Credits

Unit 4 (Mandatory for staﬀ who handle food) – 4 Credits

Unit Name:

Maintain Food Safety When Storing, Holding and
Serving Food

Task
No.

Task

Achievement

Successful Observa�on/
Assessment

1.1 Describe what might happen if
signiﬁcant foodsafety hazards are
not controlled
1.2 Describe the types of
signiﬁcant food safety hazards
likely to come across when
handling and storing food
1

Be able to
maintain food
safety

1.3 Describe how these hazards
should be controlled by personal
hygiene, cleaning, safe storage
and the avoidance of
crosscontamina�on

……………../5

Signature
………………………………….
Date

……………../7

Signature
………………………………….
Date

1.4 State why some hazards are
more important than others in
terms of food safety
1.5 State who to report signiﬁcant
food safety hazards to
2.1 Wear clean and suitable
clothes appropriate to the jobs to
be done
2.2 Only wear jewellery and
other accessories that do not
cause food safety hazards
2

Be able to keep
self clean and
hygienic

2.3 Change clothes when
necessary to prevent bacteria
spreading
2.4 Wash hands thoroughly at
appropriate �mes
2.5 Avoid unsafe behaviour that
could contaminate the food
2.6 Report any cuts, grazes, illness
and infec�ons promptly to the
proper person
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

2.7 Make sure any cuts and
grazes are treated and
covered with an appropriate
dressing

3.1 State why clean and suitable
clothes appropriate to job must
be worn
3.2 State what types of clothes
appropriate to diﬀerent jobs in
the handling and serving of food
3.3 Describe how jewellery and
accessories can cause food safety
hazards
3.4 State when to change clothes
to prevent bacteria spreading and
why this is important

3

Know how to
keep self
clean and
hygienic

3.5 State why hands should be
washed a�er going to the toilet,
when going to food prepara�on
and cooking areas, a�er touching
raw food and waste before
serving food
3.6 State the importance of not
handling food with an open
wound
3.7 State how to deal with open
wounds when handling food
3.8 State the importance of
repor�ng illnesses and infec�ons
promptly
3.9 State why it is important
to report stomach illnesses in
par�cular
3.10 State the importance of
avoiding touching face, nose or
mouth, chewing gum, ea�ng,
smoking when working with food
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Signature
………………………………….
Date
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

4.1 Make sure surfaces and
equipment for displaying and
serving food are clean and in
good condi�on
4.2 Use clean and suitable cloths
and equipment for wiping and
cleaning between tasks

4

Be able to keep
working
area clean and
hygienic

4.3 Remove from use any
surfaces and equipment that are
damaged or have loose parts
4.4 Report any surfaces and
equipment that have damaged or
loose parts to the person
responsible for food safety

……………../7

Signature
………………………………….
Date

……………../11

Signature
………………………………….
Date

4.5 Dispose of waste promptly,
hygienically and appropriately
4.6 Iden�fy, take appropriate
ac�on on and report to the
appropriate person any damage
to walls, ﬂoors, ceilings, furniture
and ﬁ�ngs
4.7 Iden�fy, take appropriate
ac�on on and report to
appropriate person any signs of
pests
5.1 State why surfaces and
equipment must be clean before
beginning a new task and how to
do so

5

Know how to
keep
working area
clean and
hygienic

5.2 State the importance of only
using clean and suitable cloths
and equipment when cleaning
between tasks and how to do so
5.3 State why surfaces and
equipment that are damaged or
have loose parts can be
dangerous to food safety
5.4 List the types of damaged
surfaces and equipment that can
cause food safety hazards
5.5 Describe how to deal with
damaged surfaces and
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

equipment that are
dangerous to food safety
5.6 State the importance of
clearing and disposing of waste
promptly and safely
5.7 Describe how to clear and
dispose of waste safely
5.8 State how damage to walls,
ﬂoors, ceiling, furniture and
ﬁ�ngs can cause food safety
hazards
5.9 State what types of damage
to look for in walls, ﬂoors,
ceilings, furniture and ﬁ�ngs
that could cause food safety
hazards
5.10 List the types of pests
that could be found in catering
opera�ons
5.11 Describe how to iden�fy
the signs that pests are present
6.1 Check that food is undamaged
and within its ‘use-by date’ once
it has been received
6.2 Prepare food for storage
6.3 Put food in the correct
storage area as quickly as
necessary to maintain its safety

6

Be able to store
food
safely

6.4 Make sure storage areas are
clean and maintained at the
correct temperature for the type
of food
6.5 Store food so that
crosscontamina�on is prevented
6.6 Follow stock rota�on
procedures
6.7 Safely dispose of food that is
beyond ‘use-by date’
6.8 Keep necessary records
up to date
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………………………………….
Date
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

7.1 State the importance of
making sure food deliveries are
undamaged and within their
‘use-by date’
7.2 State why it is important
that food is stored at the correct
temperature
7

Know how to
store food
safely

7.3 Describe how to ensure food
is stored at the correct
temperature

……………../6

Signature
………………………………….
Date

……………../4

Signature
………………………………….
Date

……………../7

Signature
………………………………….
Date

7.4 State the importance of
preparing food for storage while
retaining important labelling
informa�on
7.5 State why food must be
put in the correct storage area
7.6 State what temperature
diﬀerent foods should be stored at
8.1 Handle food in a way that
protects it from hazards

8

Be able to store
food
safely

8.2 Follow organisa�onal
procedures for items that may
cause allergic reac�ons
8.3 Use methods, �mes and
temperatures that maintain food
safety
8.4 Keep necessary records
up to date
9.1 Describe how to check
food during holding and serving

9

Know how to
hold and serve
food safely

9.2 State the importance of
knowing that certain foods can
cause allergic reac�ons
9.3 State what procedure to
follow to deal with food that can
cause allergic reac�ons
9.4 State what to do if a customer
asks if a par�cular dish is free
from a certain food allergen
9.5 Describe how
crosscontamina�on can happen
between raw food and food that
is ready to eat
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Task
No.

Task

Achievement
9.6 Describe how to avoid
cross-contamina�on between
raw and ready to eat food
9.7 State the holding
temperatures and �mes that
must be used for the food
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Successful Observa�on/
Assessment

Mul�-tasker Basic Hospitality Skills Course

Op�onal Units

Food & Beverage
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Workbook

This Unit will take approximately 32 hours to complete
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QUESTION SHEET

5:1
Instructions:
1. Have the following study tools; Videos, Workbook Unit 5 and Manual.
2. Watch Video Clip 5.1.
3. Answer ques�ons 1 – 5.
QUESTIONS
1. What are Saman and the Senior Staﬀ doing?

2. Should they do this a�er or before food service?

3. What is Vinoja doing?

4a. Why is it important to maintain a well-organized worksta�on/sideboard?

4b. Why is it important to have the bins clean and ready before food service?
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QUESTION SHEET

Read the Manual, Sec�on 4. Then answer the following ques�ons:
5. Look at the following list of ac�ons. State why each is important:
a) Constant stock of food service items must be maintained
b) Expiry dates on food items must be checked.
c) Follow procedure for storage and stock rota�on.
d) Electric service equipment must be turned on before food service.
e) Prepare waste bin areas for food service before food service starts.

Why it is important to do this
a)
b)
c)
d)
e)
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Preparing for Food Service

5:2
Instructions:
1. Have the following study tools; Videos, Workbook Unit 5 and Manual.
2. Watch Video Clip 5.2.
3. Answer ques�ons 6 – 11.
QUESTIONS
6. Write what Saman, Vinoja and Senior Staﬀ are doing to prepare for food service in the dining room.

Saman -

Vinoja -

Senior Staﬀ -

7. What happens to a damaged chair or a stained table mat?

8. What is your hotel’s table cover lay up for food service? Draw a picture of it below.
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Read the Manual, Sec�on 4. Then answer the following ques�ons:
9. Why is it essen�al to check table linen such as table cloths and napkins before food service?

10. Why is it essen�al to check all food service equipment before food service?

11. What is your hotel’s procedure for disposing broken glass/plates/cutlery?
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Preparing for Food Service

5:3
Instructions:
1. Have the following study tools; Videos, Workbook Unit 5 and Manual.
2. Watch Video Clip 5.3.
3. Answer ques�ons 12 – 20.
QUESTIONS
12. What is the Chef talking about to Vinoja and the Senior Staﬀ?

13. Why is it important to do this?

14. Vinoja is wiping and polishing plates and glasses. Why?

15. Senior Staﬀ is preparing the collec�on containers for dirty dishes, glasses and cutlery. Why?
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Preparing for Food Service

Read the Manual, Sec�on 4. Then answer the following ques�ons:
16. Do you know what "mise-en-place" means? Write an explana�on.

17. Look at the following du�es for mise-en-place. Circle the task that is not for mise-enplace?
Sweeping/dus�ng/vacuuming
Mopping
Cleaning of surfaces other than the ﬂoor
Arranging tables and chairs according to hotel lay out
Accompaniments for table lay-up
Linen prepara�on
Table lay up
Making the beds in the guest room (turn down service)
Kitchen prepara�on
Glass / Cutlery polishing
Worksta�on equipment prepara�on
Electric equipment check
18. How well do you know your hotel’s menu? Name ﬁve items on your hotel’s menu below.
Are there any specials today? Is it up-to-date?

19. Write (T) for True or (F) for False for the following statements.
a) Menus should be clean and undamaged because that gives a good impression to the guest. ( )
b) It does not ma�er what material menus are printed on. ( )
c) The wri�ng on the menus should be clear. ( )
d) The English does not have to be correct. ( )
e) Menus are not important because it is all in my head. ( )
f) I do not need to check the condi�on of the menus before food service. ( )
g) Menus are useless. ( )
h) Menus help the guests decide what to order. It shows the hotel can give them choices and
makes their experience be�er. ( )
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20. Do you know the meaning of the following words? State the meaning (or give an
example) and why it is important to check these things before table service starts.

Air Condi�oning:
Why check?

Ven�la�on:
Why check?

Ligh�ng:
Why check?
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Preparing for Food Service

5:4
Instructions:
1. Have the following study tools; Videos, Workbook Unit 5 and Manual.
2. Watch Video Clip 5.4.
3. Answer ques�ons 21 – 24.
QUESTIONS
21. Watch the video again. What needs to be done a�er food service is ﬁnished?
Write down the list of the ac�ons you see on the video. Write also why each of the ac�on is taken.
Ac�on

Why

1
2
3
4
5
6
7
8
9
10
11
12
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Preparing for Food Service

Read the Manual, Sec�on 4. Then answer the following ques�ons:
22. Review: Describe safe and hygienic working prac�ces when preparing, cleaning and
clearing worksta�ons, service areas, dining room.

Worksta�on:

Service Areas (Dining Room):

23. The following sentences show a list of ac�ons to be done a�er food service has ﬁnished.
Cross out the ac�ons that are incorrect:
a) All electrical equipment should be turned oﬀ correctly to avoid safety hazard or damage to the
equipment.
b) Once food service has ﬁnished it is �me to relax.
c) Report any damaged equipment or furniture to the Manager.
d) The guests have all gone so I can now text my friends.
e) I can leave the mopping �ll tomorrow.
f) The dining area needs to be cleaned a�er food service in prepara�on for the next food service.
This is �me eﬃcient.
g) There is no need to put the chairs and tables back into food service layout. I can do it later.
h) Service equipment must be stored in a hygienic manner in prepara�on for the next food service.
i) It is be�er to prepare tables with basic table lay up before the next food service. This will make
prepara�on for the next food service faster and easier.
j) Waste must be handled immediately to prevent pests.
k) Waste can be put together because during food service there is no �me to separate the waste.
l) It is be�er to have a system of waste separa�on even during food service.
m) I can get food safety informa�on from reading the Manual and from experienced staﬀ.
n) I do not know what I am supposed to be doing. I am going home.
o) It is important to do one last check of the dining area when ﬁnished clearing. This helps maintain
high standard of cleanliness and organiza�on.
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24. Here are some situa�ons that may happen before or a�er food service.
What would you do in these situa�ons?

What would you do and why?
Hot water dispenser is not working.

A guest has walked in too early – you
are s�ll preparing for food service.
You ﬁnd a guest has le� some money/
a wallet/a bag on/by the table.
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This Unit will take approximately 32 hours to complete

82

Mul�-tasker Basic Hospitality Skills Course
Unit 5 Prepare and Clear Areas for Table Service
Unit No. & Credits:

Unit 5 – 4 Credits

Unit Name:

Prepare and Clear Areas for Table Service

Task
No.

Task

Achievement

Successful Observa�on/
Assessment

1.1 Check that service areas are
hygenic, undamaged and ready
to use in line with service
opera�on

1

Be able to
prepare service
areas and
equipment for
table service

1.2 Check that service
equipment is clean, undamaged,
posi�oned ready to use and
turned on where appropriate
1.3 Check that there are suﬃcient
stocks of table items stored in line
with service opera�on

……………../5

Signature
………………………………….
Date

……………../8

Signature
………………………………….
Date

1.4 Prepare condiments and
accompaniments ready for
service and store them in line
with food hygiene regula�ons
1.5 Check refuse and waste
food containers are clean and
ready for use
2.1 Describe safe and hygienic
working prac�ces when preparing
service areas and equipment for
table service

2

Understand
how to prepare
service areas
and equipment
for table service

2.2 State why a constant stock of
food service items has to be
maintained
2.3 State why it is important to
check expiry dates on items and
how to do so
2.4 Outline organisa�on’s
procedures for storage and stock
rota�on
2.5 State why service equipment
should be turned on before
service
2.6 State why waste must be
handled and disposed of correctly
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

2.7 State where and from
whom health and safety and
food hygiene informa�on can
be obtained
2.8 Outline the types of
unexpected situa�ons that may
occur when preparing service
areas and equipment and how
to deal with them
3.1 Check dining furniture, table
linen and table items are clean
and undamaged

3

Be able to clear
dining and
service areas
a�er table
service

3.2 Arrange restaurant furniture
according to the food service
opera�on
3.3 Lay up tables according to
cover lay up

……………../5

Signature
………………………………….
Date

……………../5

Signature
………………………………….
Date

3.4 Check menus and ensure
that they contain accurate
informa�on and are ready for
customer use
3.5 Check that condiment
containers are clean, full and
ready for customer use plan
4.1 Describe safe and hygienic
working prac�ces when preparing
customer dining areas

4

4.2 State why it is essen�al to
check table linen and table items
Understand how before service
to clear dining
4.3 State why menus should be
checked before use
and service
areas a�er table
4.4 State why hea�ng, air
service
condi�oning, ven�la�on and
ligh�ng should be checked before
use when preparing customer
dining areas for table service
4.5 Outline the types of
unexpected situa�ons that may
occur when preparing customer
dining areas and how to deal with
them
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

5.1 Arrange table items used
in food service area for cleaning
or store them as required

5

Be able to
prepare
customer and
dining areas for
table service

5.2 Prepare service and table
linen for despatch to laundry or
clean down and remove
disposable items
5.3 Store food items and
accompaniments for future use
in line with food hygiene
regula�ons

……………../6

Signature
………………………………….
Date

……………../7

Signature
………………………………….
Date

5.4 Dispose of rubbish and waste
food correctly
5.5 Make sure that service
equipment is clean and turned
oﬀ or stored
5.6 Leave dining and food service
areas �dy and ready for cleaning
important to do so
6.1 Describe safe and hygienic
working prac�ces when clearing
dining and service areas
6.2 State why all dining and
service areas should be le� clean
a�er service

6

6.3 State why certain electrical
equipment should be turned oﬀ
Understand how a�er service
to prepare
6.4 State why waste must be
customer and
handled and disposed of correctly
dining areas for
table service
6.5 Describe how to dispose of
broken glass and crockery safely
6.6 State the security procedures
that should be followed
6.7 Outline the types of
unexpected situa�ons that may
occur when clearing dining and
service areas and how to deal
with them
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This Unit will take approximately 31 hours to complete
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QUESTION SHEET

6:1
Instructions:
1. Have the following study tools; Videos, Workbook Unit 6 and Manual.
2. Watch Video Clip 6.1.
3. Answer ques�ons 1 – 5.
QUESTIONS
1. Food service should be a pleasant experience for the guest.
How does Saman make the guests comfortable?

2. Have you ever taken a food order before? Was it diﬃcult?

3. The following are examples of language for taking an order. Put a cross next to the
examples that are not polite.
"Order now Sir/Madam?"
"May I take your order?"
"Are you ready to order?"
"Would you like to order now?
"Yes?"

4. How can you make sure to get the order correct?
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Read the Manual, Sec�on 4 and Sec�on 7. Then answer the following ques�ons.
5. How can you make the guests' dining experience special?
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6:2
Instructions:
1. Have the following study tools; Videos, Workbook Unit 6 and Manual.
2. Watch Video Clip 6.2.
3. Answer ques�ons 6 – 14.
QUESTIONS
6. What is Saman explaining to the guest?

7. The guest had a ques�on. Did Saman have an answer?

8. Why did Saman know the answer?

9. During food service in your hotel is there a daily specials menu?
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Food Service

Read the Manual, Sec�on 4 and Sec�on 7. Then answer the following ques�ons:
10. Why should menus be checked before use?

11.Why is it important to know/promote what is on your hotel’s menu/special's menu?

12. Why is it important to know what the ingredients of the diﬀerent dishes are?

13. Write the meaning of the following words:
A La Carte Buﬀet Table d'hote 14. Look at your hotel's A La Carte menu. Give 2 examples for each of the following if possible:

Starter / Hors d'oeuvres Main Course Side dish / Accompaniment Dessert Soup Salad Beverages -
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6:3
Instructions:
1. Have the following study tools; Videos, Workbook Unit 6 and Manual.
2. Watch Video Clip 6.3.
3. Answer ques�ons 15 – 23.
QUESTIONS
15. Watch the video again.
What do you no�ce about the serving of the rice and curry?
16. What do you no�ce about Vinoja’s serving of the curries?
17. What do you think Vinoja asks the guest before she leaves?
Read the Manual, Sec�on 4 and Sec�on 7. Then answer the following ques�ons:
18. Write "plated" or served at the table" next to the following dishes.
"Plated" or "served at the
table"

Serve/Clear from the
guest's le� / right

Spaghe� Bolognaise
Rice and Curry
Salad
Fried Noodles
19. A condiment is a food item that is added to food to enhance the taste. Cross out the
items that are not condiments from the following list. Then write which menu item each
condiment could be used with.
Salt

Lunu miris

Pepper

Mango juice

Mustard

Mango chutney

Milk

Mayonnaise

Egg

Onion

Tomato ketchup

Olive Oil
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20. In food service there are many kinds of equipment.
Can you list the diﬀerent items you may need?

21. Why is it important that food is presented according to what the menu states?

22. If a guest orders ﬁsh and chips, what equipment/accompaniments/condiments should be prepared?

Fill in the table below:
Equipment/Accompaniments/Condiments
Fish and Chips
Burger with Fries
Seafood fried rice
Spaghe� Carbonara

23. Choose two items from your hotel’s menu and describe how they should be served.
1)

2)
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6:4
Instructions:
1. Have the following study tools; Videos, Workbook Unit 6 and Manual.
2. Watch Video Clip 6.4.
3. Answer ques�ons 24 – 34.
QUESTIONS
24. What does Vinoja do when the guest drops a fork?

25.What does the Senior Staﬀ do when he no�ces the guest may need more rice?

26. Why does Senior Staﬀ ask the guest before clearing away the dishes?

27. What does Vinoja do in the kitchen? Why is this important?

28. What is Senior Staﬀ doing at the end of the video?
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Read the Manual, Sec�on 4 and Sec�on 7. Then answer the following ques�ons:
29. Review: What are the food safety and hygiene procedures should you follow when you
are serving your guests?

30. Dining areas should constantly be kept �dy and free from rubbish and food waste. Look
at the following reasons why this is important and circle the correct answer:
a. It's important because your guest wants to eat in a clean space.
b. It's important because a clean space prevents food contamina�on.
c. It's important because it gives a good impression of the hotel.
d. It's important because it deters pests such as ﬂies.
e. All of the above.
31. A good worksta�on must always be stocked and maintained with food service
equipment and linen. Why?

32. During food service the guest may need assistance. Look at the following statements and
write Ö next to the statements that are connected to food service:
a) The guest needs a drinks menu.
b) The guest asks where the washroom is.
c) The guest wants to know where the pool is.
d) The guest wants to know what is in the seafood salad.
e) The guest cannot ﬁnd the remote control for the air condi�oner in the room.
f) The guest needs a new napkin.
g) The guest needs a hair dryer.
h) The guest has never had Sri Lankan food before.
i) The guest has an allergy to milk.
33. How would you deal with the situa�on in d), and h).
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34. Here are some situa�ons that might happen when taking orders or serving food. How
would you deal with these situa�ons?

How would you deal with this situa�on?
A guest has arrived alone but
is expec�ng more people
later.
A guest is taking a long �me
to decide what to
order.
A guest would like some
alcohol but your hotel has no
alcohol license.
Soup has spilt all over the
guest’s table.

You serve curry but the guest
has forgo�en to tell you that
he/she is allergic to coconut
milk.
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Assessment Criteria

This Unit will take approximately 31 hours to complete
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Unit No. & Credits:

Unit 6 – 4 Credits

Unit Name:

Prepare and Clear Areas for Table Service

Task
No.

Task

Achievement

Successful Observa�on/
Assessment

1.1 Greet customers and iden�fy
their requirements and check
any booking records as
appropriate to the service
opera�on
1.2 Provide customers with
assistance when they arrive

1

Be able to greet
customers and
take orders

1.3 Make sure customers have
access to the correct menu
1.4 Give accurate informa�on on
individual dishes according to
customer requirements

……………../7

Signature
………………………………….
Date

……………../6

Signature
………………………………….
Date

1.5 Maximise the order using
appropriate sales techniques
1.6 Assist customers to make a
choice where appropriate
1.7 Iden�fy, record and deal with
orders promptly
2.1 Describe organiza�onal
standards for customer service
2.2 State why menus should be
checked before use
2

Understand
how to greet
customers and
take orders

2.3 Explain why informa�on
about the menu should be given
accurately to customers
2.4 Explain why it is important to
have knowledge about food being
served
2.5 Describe the types of
assistance that customers may
need when they arrive and how
to deal with these
2.6 Outline the types of
unexpected situa�ons that may
occur when gree�ng customers
and dealing with orders and to
deal with them
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

3.1 Provide customers with the
correct table items for the food to
be served at the appropriate
�mes
3.2 Serve food with clean and
undamaged service equipment of
the appropriate type

3

Be able to serve
customers’
orders and
maintain the
dining area

3.3 Serve food of the type,
quality and quan�ty required
using the appropriate service
method
3.4 Keep customer area �dy and
clean
3.5 Remove and replace used
table items as required and
maintain the correct stocks

……………../7

Signature
………………………………….
Date

……………../9

Signature
………………………………….
Date

3.6 Remove le�over food items,
condiments and accompaniments
from the table when required
and deal with them correctly
3.7 Carry out work with the
minimum of disturbance to
customers
4.1 Describe safe and hygienic
working prac�ces when serving
customer orders
4.2 State which condiments and
accompaniments best
complement each menu item

4

Understand how
to serve
customers’
orders and
maintain the
dining area

4.3 State which service equipment
is appropriate for diﬀerent menu
items
4.4 Explain why food should be
arranged and presented in line
with the menu speciﬁca�ons
4.5 Describe safe and hygienic
working prac�ces when
maintaining dining and service
areas
4.6 State why dining and service
areas must be kept �dy and free
from rubbish and food debris
4.7 State why waste must be
handled and disposed of correctly
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Task
No.

Task

Achievement
4.8 Explain why a constant stock
of linen, table items and
accompaniments must be
maintained
4.9 Outline the types of
unexpected situa�ons that may
occur when serving food at table
and how to deal with these
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Convert a Room for Dining

Workbook

This Unit will take approximately 23 hours to complete
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Convert a Room

7:1
Instructions:
1. Have the following study tools; Videos, Workbook Unit 7 and Manual.
2. Watch Video Clip 7.1.
3. Answer ques�ons 1 – 11.
QUESTIONS
1. What do you think the Manager, Saman, Vinoja and the Senior Staﬀ are discussing?

2. Why is it dangerous to li� and carry furniture by yourself?

3. What else is Saman doing wrong (2 things)?

4. What is Vinoja doing and why?

5.When preparing an area for food service what is important to remember?
•
•
•
•
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Read the Manual, Sec�on 4. Then answer the following ques�ons:
6. What is the safe method for li�ing and carrying furniture?

7. There are many kinds of furniture in a hotel that might need moving from �me to �me. Fill
in the table below to think about how certain items need to be moved.
How many people needed?

How to prepare for li�ing/carrying

Bed
Television
Large set of drawers
Refrigerator
8. If you had to clean an outdoor area for food service what would be the cleaning items you
would prepare? Make a list.
9. Where are your hotel cleaning items kept?
10. Do you know which chemicals to use for which table surfaces?
How can you get the informa�on?
11. Look at the following cleaning items. Cross out any items that would not be necessary for
cleaning and outdoor area for food service:
Broom & dustpan

Table surface sani�zing liquid

Mop & Bucket

Vacuum cleaner

Floor cleaning liquid

Scrubbing brush

Wax machine

Hazard sign

Window squeegee

Rubbish Bins

Cleaning cloths (dry and wet)

Bin Bags
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7:2
Instructions:
1. Have the following study tools; Videos, Workbook Unit 7 and Manual.
2. Watch Video Clip 7.2.
3. Answer ques�ons 12 – 15.
QUESTIONS
12. Watch the video and complete the sentences:
a) Saman should not run because
b) Everyone is washing their hands because
c) The Senior Staﬀ is polishing cutlery because
d) Saman is checking the hot water ke�le because
e) Saman and the Senior Staﬀ are preparing food service trays for table lay up because

13. Why is it important to have everything prepared before food service?
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Read the Manual, Sec�on 4. Then answer the following ques�ons:
14. Why is important to do a last check before dining service opens to the guests?

15. What would be on your checklist if you were in charge of checking an area prepared for
dining service?
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7:3
Instructions:
1. Have the following study tools; Videos, Workbook Unit 7 and Manual.
2. Watch Video Clip 7.3.
3. Answer ques�ons 16– 21.
QUESTIONS
16. Write a list of the ac�ons that you see in the video from beginning to end.

17. Is this list of ac�ons useful for you? Why?

18. Why is it important to restore the area to its former state?

19. Can you remember the list of cleaning items from page 2 of this workbook? List the necessary items
below.
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Read the Manual, Sec�on 4. Then answer the following ques�ons:
20. If during your inspec�on of the area a�er it has been restored to its original state, you see a damaged
item what ac�on should you take? Look at the following items and write the ac�on you should take:

Damaged item/equipment

Ac�on to take

A table cloth that is torn
A crack in the wall under the window
One of the ra�an chairs is missing

21. In your hotel who would be in charge of ﬁnal inspec�on of the room a�er food service is over?
Who would be in charge of cleaning the surfaces?
Who is charge of cleaning food service equipment?
Who is in charge of the kitchen?
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Assessment Criteria

This Unit will take approximately 23 hours to complete
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Unit No. & Credits:

Unit 7 – 3 Credits

Unit Name:

Convert a Room for Dining

Task
No.

Task

Achievement

Successful Observa�on/
Assessment

1.1 Ensure number of staﬀ
required are available to prepare
food dining areas, and inform the
proper person when more staﬀ
are required
1.2 Priori�se work and carry
out in an eﬃcient manner

1

Be able to set
up food
dining areas

1.3 Iden�fy items requiring
moving, the number of people
needed to move each item and
the amount of �me required to
do so

……………../7

Signature
………………………………….
Date

……………../6

Signature
………………………………….
Date

1.4 Move items not required
in a safe way and pack
away as required
1.5 Set up necessary dining and
service equipment in a safe and
hygienic manner to meet
organiza�onal requirements,
using required number of people
to move each item
1.6 Clean any unhygienic dining
or service equipment or dining
areas
2.1 State why it is important
to li� heavy or bulky items using
approved safe methods

2

Know how to
set up food
dining areas

2.2 Describe safe methods
for li�ing and carrying
2.3 Describe how to determine
how many staﬀ are needed for
li�ing and carrying diﬀerent items
2.4 State what equipment
commonly needs to be moved
2.5 Describe what speciﬁc
packing requirements certain
equipment may have
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Task
No.

Task

Achievement

Successful Observa�on/
Assessment

2.6 Describe the organisa�on's
table layouts
2.7 Describe the organisa�on's
service structure
2.8 State why, and to whom,
problems such as damaged,
dirty or missing equipment
should be reported
3.1 Ensure that the required
number of staﬀ are available to
clear the food dining areas and
inform the proper person when
more staﬀ are required
3.2 Priori�se work and carry
out in an eﬃcient manner
3

Be able to return
food dining area
to its original

3.3 Clean surfaces and service
equipment where required

……………../6

Signature
………………………………….
Date

……………../3

Signature
………………………………….
Date

3.4 Move dining equipment and
service equipment in an orderly
manner ensuring they are packed
away correctly
3.5 Safely return any items to
their proper place
3.6 Ensure that area is le� as
required by

4

4.1 State what materials
and equipment are used for
clearing diﬀerent types of
Understand how surfaces in food dining areas
to return food
4.2 State why work area needs
dining area to
to be inspected on comple�on
its original state
4.3 State what informa�on is
required in order to clean food
dining surfaces
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Workbook

This Unit will take approximately 30 hours to complete
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8:1
Instructions:
1. Have the following study tools; Videos, Workbook Unit 8 and Manual.
2. Watch Video Clip 8.1.
3. Answer ques�ons 1– 4.
QUESTIONS
1. Why does Saman check if the area is clean?

2. The list below shows the items for a hot drinks service. What is missing? (4 items)
Electric hot water ke�le
Coﬀee cups
Tea cups
Instant coﬀee bags
Tea bags
Creamers

3. What does Saman do with the electric ke�le?

4. Why does he do this?
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8:2
Instructions:
1. Have the following study tools; Videos, Workbook Unit 8 and Manual.
2. Watch Video Clip 8.2.
3. Answer ques�ons 5– 10.
QUESTIONS
5. What is Vinoja doing and why?
Match Vinoja’s ac�ons with the reason for her ac�on:
1) Vinoja unplugs and washes/rinses the electric ke�le. ( )
2) Vinoja replaces the old ameni�es on the tea/coﬀee tray with new ones. ( )
3) Vinoja removes the used tea cups. ( )
4) Vinoja removes the chipped tea cup from the room. ( )
5) She checks the ameni�es tray before she leaves. ( )
6) Vinoja reports the chipped cup to the Manager. ( )
a. She does this to keep the ameni�es area �dy and clean. It is also important to only use food items that
are within their use-by date. This ensures food hygiene and safety.
b. She does this because it has to be cleaned.
c. All damaged items must be reported to the Manager so the appropriate ac�on can be taken (inventory).
d. She does this because it is a health hazard. If a guest uses a chipped cup he/she might cut his/her lip.
Damaged items need to be reported.
e. She does this because it is important to check and clean all electrical equipment before use. This ensures
hygiene and safety.
f. She does this in order to make sure the ameni�es are well presented, well-stocked, clean and ready for use.
6.a. If your hotel provides a tea/coﬀee amenity tray in the guest rooms, what is your hotel's procedure for
used cups and glasses?
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6. b. Is there an electric ke�le in all the guest rooms in your hotel? If so, what should you
remember about electrical equipment?
7.Some hotels have a tea and coﬀee corner with an electric ke�le or hot water dispenser. If
your hotel is using a hot water dispenser what is the procedure for using and maintaining it?
Read the Manual, Sec�on 4. Then answer the following ques�ons:
8.Why is it important for tea and coﬀee service items to be ready for immediate use by the guest?

9.Why is it important to check for any area, surface and equipment damage?

10. Look at the following situa�ons. Describe what you would do in these situa�ons:

Procedure for dealing with the situa�on
Electric ke�le is broken

Electric ke�le has soup/food inside it.
There are no teaspoons in the
ameni�es tray in the guest room.
The guest is in the room while you are
replacing the ameni�es in the ameni�es tray
and asks you place three cups instead of two.
All tea spoons have disappeared from
the tea and coﬀee service area.
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8:3
Instructions:
1. Have the following study tools; Videos, Workbook Unit 8 and Manual.
2. Watch Video Clip 8.3.
3. Answer ques�ons 11 - 15.
QUESTIONS
11. In the video Saman and the Senior Staﬀ are preparing for tea/coﬀee service in the kitchen.
This may happen a�er lunch service or during tea �me. When does your hotel serve tea/coﬀee?
12. Look at the statements below and put a

which is true for the ac�ons in the video.

Senior Staﬀ is wiping down a space for prepara�on of tea to maintain hygiene and food safety.
Senior Staﬀ is preparing all the equipment because he likes to do it.
Senior Staﬀ is checking the sugar bowls because he like sugar.
Senior Staﬀ is ﬁlling the creamers because guests expect to have full creamers.
Senior Staﬀ serves tea correctly and with a smile.

13. Why is it important to have all equipment and food/drink items prepared and ready
before hot drinks service?
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Read the Manual, Sec�on 4. Then answer the following ques�ons:
14. Imagine that it is �me for tea service. You are going to ask guests what they would like
to drink. Put the following ac�ons in the correct order. Number 1 has been done for you.

a. Oﬀer to add the milk and/or sugar if the guest is having tea or coﬀee. ( )
b. Answer any ques�ons that the guest may have about the tea or coﬀee or other drinks. ( )
c. If the guest does not want tea or coﬀee, try to promote so� drinks, juice or ice coﬀee.
If your hotel is serving other hot drinks such as chai men�on it to the guest. ( )
d. Ask guest if he or she needs anything else. ( )
e. Ask the guest what he or she would like, tea or coﬀee. ( 1 )
f. Serve the drinks with correct equipment and accompaniments. ( )

15. Good customer service is very important. Every hotel has its own way of serving tea and coﬀee.
What is your company's procedure for serving tea and coﬀee? Write it below.
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8:4 & 8:5
Instructions:
1. Have the following study tools; Videos, Workbook Unit 8 and Manual.
2. Watch Video Clip 8.4 and 8.5
3. Answer ques�ons 16 – 29.
QUESTIONS
16. What is Saman doing wrong? (4 things)

17. What should he do?

18. The machine that the Senior Staﬀ is using is called an espresso machine.
Does your hotel have one? Do you know how to use it correctly?

19. Why is it important to know how to use diﬀerent machines correctly?
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Read the Manual, Sec�on 1 and Sec�on 4. Then answer the following ques�ons:
20. Serving hot drinks can be dangerous. Below is a table of poten�al hazard/accidents.
Write how to avoid these hazards:
Why is it a hazard? How to avoid these situa�ons?
1

Hot water shoots out from the
dispenser and burns you.

2

Hot water shoots out from the
dispenser and burns a guest.

3

There is a big coﬀee spill on the
ﬂoor.

4

Hot tea was spilled on the guest
while tea was being served.

5

The electric ke�le/hot drinks
dispenser is not working.

21. If any of these hazards/accidents actually happens what course of ac�on should you take?
Answer for hazards 2, 3 and 5:
2)
3)
5)

22. Why is it important to report all incidents, accidents, spillages, or equipment damage to the Manager?
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23. In the table below are diﬀerent drink dispensing machines.
Fill in the table according to what your hotel possesses:
Is it for guest use
or not?

How to clean and maintain it?

Do you know how to use it?

Hot water dispenser
Coﬀee maker
Espresso machine
Hot drinks machine
24. What is hot chocolate?
25. Have you ever tried/made one?
26. Below are diﬀerent hot drinks you might be expected to know.
Match the name to the descrip�on/recipe:
1. Black coﬀee ( )

5. Plain Tea ( )

2. Espresso ( )

6. Tea with milk and sugar ( )

3. Café La�e ( )

7. Flavoured Tea ( )

4. Cappuccino ( )

8. Chai Tea ( )

a) Tea that is ﬂavored with mint, or fruit or herb. Usually it is made using a tea bag.
Milk is op�onal.
b) Coﬀee that is made like tea - add hot water to the ground/instant coﬀee.
c) Black tea without milk or sugar – made with tea leaves/tea bag and hot water.
d) Coﬀee made using a special machine and is put into special cups.
e) Some�mes it is called Masala tea and it is tea with milk and diﬀerent spices such as
cinnamon, cardamom, cloves and ginger.
f) Espresso coﬀee with a lot of steamed and foamed milk.
g) Espresso coﬀee with hot milk.
h) Tradi�onal Sri Lankan tea.
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