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ROOM MANAGEMENT COURSE
	1. Competencies
	Direct the operation of lodging establishments, based on quality standard certifications, procedures and applicable regulations under a sustainable approach to contribute to the competitiveness of the tourism sector.

	2. Four-month term
	Fourth

	3. Theoretical hours
	20

	4. Practical hours
	40

	5. Total hours
	60

	6. Total hours per week four-month term
	4

	7. Learning objective
	The student will coordinate the housekeeping department, through the performance of operational procedures, compliance with quality standards, considering the types of furniture and equipment in rooms to meet the guest expectations.


	Learning unit
	Hours

	
	Theoretical
	Practical
	Total

	I. Introduction to the housekeeping department
	10
	5
	15

	II. Operation of the housekeeping department
	10
	35
	45

	                                                                          Total
	10
	40
	60


ROOM MAGEMENT
LEARNING UNIT
	1. Learning Unit:
	I. Introduction to the housekeeping department

	2. Teorethical Hours:
	10

	3. Practical Hours:
	5

	4. Total Hours:
	15

	5. Learning Unit Objective:
	The student will make job descriptions of the housekeeping department for the selection of staff.


	Topic
	Knowledge
	Skills
	Values

	Concepts and terminology of the housekeeping department
	Explain the importance of the housekeeping department and its relationship with other departments of lodging establishments.

Describe the terminology of the housekeeping department:

· Room status keys

· Discrepancies

· Maid

· Lingerie
· Bed Lingerie

· Supplies

· Amenities

· Room cards

· Master key

· Courtesies

· Room stationery

· Bed sheet
	
	Responsable                                                

Objective
Organized
Analytical

	Furniture and equipment in rooms
	Describe the types of targets and their characteristics:
· Bed linen
· Room linen
· Bath linen
Describe the types of beds and their characteristics:

· Single

· Twin size
· Double

· Full Size
· Queen size
· King size

Identify the types of furniture and equipment in rooms and their characteristics:

· Major equipment
· Minor equipment
Identify the supplies and amenities of the rooms.
	Determine furniture and equipment in rooms.
	Responsable                                                

Objective 

Organized
Analytical

	Organizational structure and job description of the housekeeping department
	Identify the organizational structure of the housekeeping department.
Explain the job description of the housekeeping department:
- Executive housekeeper

- Housekeeper / Gobernanta
- Assistant housekeeper

- General supervisor
- Floor housekeepers
- Housekeeping supervisor/Floor supervisor
- Control desk supervisor
- Maids
- Head houseman
-Public area supervisor
- Houseman
- Shutdown Manager

- Chief Laundry
- Assistant Chief Laundry

- Laundry supervisor

- Washer
- Marker
	Prepare organizational charts of the housekeeper department.
Formulate job descriptions of the housekeeping department.
	Responsable                                                

Objective
Organized
Analytical
Proactive


ROOM MANAGEMENT
ASSESMENT PROCESS
	Learning outcome
	Learning sequence
	Instruments and testing items

	From a research project to the housekeeping department, prepare a report that includes:
- Cover page

- Introduction

- Name and location of the establishment

- Department organization chart.

- Description of positions

- Description of room types

- Photographic evidence of room furniture and equipment: beds, blanks, supplies and amenities

- Conclusions


	1. To understand the importance of the housekeeping department and its relationship with other departments.
2. To understand the terminology used in the housekeeping department.

3. To identify the organizational structure of the housekeeping department.

4. To identify the furniture and equipment of the rooms.

5. To analyze the job description of the housekeeping department.


	Report
Check list


ROOM MANAGEMENT
LEARNING- TEACHING PROCESS
	Methods and techniques of teaching
	Teaching aids and materials

	Research
Case analysis

Group discussion
	Computer
Projector

Internet

Whiteboard
Videos

Printed materials: cases, specialized magazines


TRAINING FACILITIES
	Classroom
	Laboratory / Workshop
	Company

	X
	
	


ROOM MANAGEMENT
LEARNING UNITS
	1.  Learning Unit

	II. Operation of the housekeeping department

	2.  Theorethical hours
	10

	3.  Practical hours
	35

	4.  Total Hours
	45

	5.  Learning Unit Objective
	The student will operate the procedures of the housekeeping department to contribute to the fulfillment of quality standards in hosting companies.


	Topics
	Knowledge
	Skills
	Values

	Room procedures
	To describe the operating procedures in rooms and their formats:

· Workload distribution and assignment sheets
· Preparation of cart station
· Supervision: cleaning, room maintenance programs and inventory control

· Room cleaning: permanence (occupied), exit (dirty) and deep (out of service).

· Key control: maid key, floor key, master key, and grand master key.

· VIP management

· Bedding

· Visible values
· Amenities management

· Lost and found

· Bathroom cleaning

· Turndown service
· Handling and clarification of discrepancies.
To Explain the use and operation of hotel software according to room status.

	To Perform operating procedures in rooms of the housekeeping department.
	Systematic
Proactive
Analytical
Organized
Honest
Responsable

Assertive
Effective communication
Disciplined 

Teamwork

	Procedures in public areas
	To describe the operating procedures of public areas and formats.
· Lobby cleaning

· Bathroom cleaning

· Hallway cleaning

· Supervision of the public areas functions

· Lost & found objects
· Cleaning and maintenance programs.

To describe the standards applicable to the operating procedures of public areas.
	To perform required operating procedures in public areas of the housekeeping department.
	Systematic
Proactive

Analytical

Organized

Honest

Responsable

Assertive

Effective communication

Disciplined

Teamwork

	Laundry service and Lingerie storeroom procedures
	To describe the operating procedures of the laundry service area and its formats:

· Supervision of the laundry area and its formats:

· Supervision of laundry functions

· Laundry service for a food a beverage area
· Laundry service for employees.
Describe the standards applicable to the laundry department.
Describe the operating procedures of the Lingerie storeroom and its formats:

· Lingerie marking

· Lingerie entry
· Lingerie outputs

· Low in the lingerie inventory
· Loss damaged lingerie
· Valet service process.

Describe the standards applicable to the Lingerie storeroom.

Explain the use and operation of hotel software in inventory control.

	To perform laundry and the lingerie storeroom  operating procedures of the housekeeping department.
	Systematic
Proactive

Analytical

Organized

Honest

Responsable

Assertive

Effective communication

Disciplined

Teamwork

	Safety and hygiene in the housekeeping area.
	Explain the safety and hygiene protocols applicable in:

· Chemicals handle

· Hazardous waste handle
· Furniture and equipment handle
· Personal security

· Safety rules

	
	Éthical
Organized
Responsable

Analytical
Objective


ROOM MANAGEMENT
EVALUATION PROCESS
	Learning outcome
	Learning sequence
	Instruments and testing items

	From a simulation of the operation of the housekeeping department, prepare a report containing:
- Type  of hotel

Documentation of the procedures of rooms, public areas, laundry and clothes:

Procedure Name

Area where it develops

Objective

Responsible

Scope

Policies

Description of activities

Procedure Flowchart

· Report generated

· Photographic evidence of the simularion

· Monitoring of safety and hygiene protocols applied

· Conclusions


	1. To identify procedures in rooms, formats and standards.
2. To identify public area procedures, formats and standards.
3. To identify laundry and laundry procedures, formats and standards.
4. To analyze safety and hygiene protocols in the housekeeping department.
	Report
Observation guide


ROOM MANAGEMENT
LEARNING- TEACHING PROCESS
	Methods and techniques of teaching
	Teaching aids and materials

	Colaborative teams
Project-based learning

Technology Aided

Learning
	Computer equipment
Projector

Internet

Painted

Videos

Printed materials: cases, specialized magazines

Specialized software


TRAINING FACILITIES
	Classroom
	Laboratory / Workshop
	Company

	
	X
	


ROOM ADMINISTRATION
CAPABILITIES DERIVED FROM THE PROFESSIONAL COMPETENCES WHICH CONTRIBUTE TO THE SUBJECT
	Capacities
	Performance criteria

	To plan the operation of the areas of Reception, Housekeeping, Reservations, Telephones, Concierge, Bellboy, Animation, groups and conventions, Human Resources, and Consumer Centers considering available resources, organizational philosophy, quality standards and applicable regulations to provide a quality tourist service.
	To prepare an operational program of the áreas of lodging establishments that integrate:

· Diagnosis of the needs of the areas.

· Overall objective

· Operating policies

· Occupancy forecast
· Budget by areas

· Assignment of responsabilities 

	To organize the activities of the áreas of Reception, Housekeeping, Reservations, Telephones, Concierge, Bellboy, Animation, groups and conventions, human Resources, and Costumer Centers according to available resources operating manual established to contribute to the efficiency of the lodging establishments.
	To prepare a report on the organization of activities that includes:
· Description of tasks

· Execution time

· Necessary resources

· Area and responsible person

· Observations


ROOM MANAGEMENT
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