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PREFACE
National qualification titled General Area Cleaning and Arrangement Personnel (Level 2) has been issued as per the provisions of Vocational Qualifications Authority (VQA) Law No. 5544 and “Vocational Qualification, Testing and Certification Regulation” introduced pursuant to the aforementioned Law. 

Qualification draft was issued by …, assigned with the cooperation protocol signed on …… Opinions of the related institutions and organizations in the sector regarding the draft were received and necessary amendments were made upon the evaluation of the opinions. Upon analyzing and evaluation of the final draft by the VQA …… Sector Committee and receiving the Committee’s opinion, this final draft was decided to be included in the National Qualification Framework (NQF) after its approval by VQA Board of Directors’ decision No …. dated …/…/2011.
We thank every person, institution and organization who have contributed to the stages of preparing, presenting, analyzing and verifying opinions; and we submit this document for the information of all parties who may benefit from it.

Vocational Qualifications Authority 

INTRODUCTION

Key criteria in preparing national qualification, analyzing it in sector committees and putting it into action upon the approval of VQA Board of Directors were determined by Vocational Qualification, Testing and Certification Regulation. 
National qualifications include the following points;



a) Name and Level of the qualification, 



b) Purpose of the qualification,

c) Occupational standard, units/roles of the occupational standards or qualification units that constitute a basis for qualification,

d) Requirements regarding the taking the qualification exam,


e) Training outputs and performance criteria based on qualification units,


f) Testing, assessment and evaluator criteria to be applied in achieving the qualification,

g) Validity date, renewal conditions and conditions regarding the surveillance of holder of the qualification certificate,

h) Institution/organization which developed the qualification and the Sector Committee which verified the qualification.

National qualifications are generated based on national occupational standards and/or international occupational standards.

National qualifications are formed by and a collective operation of

· Formal and non-formal educational institution 

· Authorized certification body 

· Organizations that made pre-application of authorization 

· Organizations that prepared national vocational standard

· Vocational organizations

	[REFERENCE CODE] GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL NATIONAL QUALIFICATION 



	1
	 QUALIFICATION TITLE
	GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL 

	2
	 REFERENCE CODE
	

	3
	 LEVEL
	2

	4
	 INTERNATIONAL CLASSIFICATION 
	ISCO 08: 9112

	5
	 TYPE
	

	6
	CREDIT VALUE
	

	7
	 A) PUBLISH DATE
	

	
	 B) REVISION NO
	

	
	 C) REVISION DATE
	

	8
	 AIM
	The aim is to determine the basic knowledge, skill and competence required to be owned in general area cleaning and arrangement personnel occupation; and to enable the personnel to prove his/her qualification with a valid and credible document. 

	9
	 OCCUPATIONAL STANDARD(s) RELATED TO THE QUALIFICATION

	 GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL (LEVEL 2) 09UMS0024-2

	10
	 ENTRY REQUIREMENT(S) FOR QUALIFICATION EXAM 

	11
	 QUALIFICATION STRUCTURE

	 11-a) Mandatory Units 

	A 1 Occupational Health, Occupational Safety and Environmental Protection Methods 
A 2 Work Organization, Room Cleaning and arrangement
A 3 Periodic Cleaning
A 4 End of the day (shift) activities 

	 11-b) Optional Units 

	

	  11-c) Grouping Alternatives of Units and Additional Learning Outcomes

	

	12
	 TESTING AND ASSESSMENT

	To receive the qualification, an applicant has to succeed in each of the A1, A2, A3 and A4 units. Success should be achieved by meeting all the criteria indicated in the testing and assessment section of the related unit. A2, A3 and A4 should be carried out as performance exam. A2, A3 and A4 exams may be carried out subsequently or independently. Theoretical exams of A1, A2, A3 and A4 units may be applied in one session. But evaluation should be performed independently. Monitoring records on control lists, parameters and points to meet the performance indexes, required by the unit, of which are identified and on scenario formatted question lists shall be kept. A1 unit theoretical exam shall be performed in one session. Questions included in the exam shall be designed to test all the learning outputs envisaged to be tested within the scope of the theoretical exam and the entire performance index. 

	13
	  VALIDITY DURATION OF THE CERTIFICATE 
	Validity duration of the qualification certificate shall be 2 actual years as of the date on which the certificate holder obtained the certificate. Provided that the holder of the certificate practices this occupation, this certificate shall be valid for 5 years. 

	14
	  MONITORING FREQUENCY
	Service declaration form shall be requested for at least 2 times within the validity duration of the certificate. 

	15
	 TESTING-ASSESSMENT METHOD TO BE USED DURING CERTIFICATE RENEWAL 
	Performance exam, including the up-to-date information, shall be carried out in certificate renewal process.

	16
	 INSTITUTION(S) DEVELOPED THE QUALIFICATION 
	Union of Mediterranean Touristic Hotel Owners and Investors (AKTOB) 

	17
	 SECTOR COMMITTEE VALIDATED THE QUALIFICATIONS 
	VQA Tourism Accommodation, Food and Beverage Services Sector Committee 

	18
	 APPROVAL DATE AND NR. OF VQA ADMINISTRATIVE BOARD 
	


ANNEXES
ANNEX 1: Qualification Units
A 1 Occupational Health, Occupational Safety and Environmental Protection Methods 

A 2 Work Organization, Room Cleaning and arrangement

A 3 Periodic Cleaning

A 4 End of the day (shift) activities 

ANNEX 2: Terms, Symbols and Abbreviations
MATERIAL: Objects used while performing or concluding a work. 
STEAMING: A kind of dry cleaning performed by raising stream. 
POLISHING: Procedure of spreading polish material, which is appropriate to the type of the surface; the procedure is carried out to form a protective layer.
DEMO:  Promotional demonstration
DISINFECTION: Removing microorganism that would cause the diseases.
DISINFECTANT: Material used to remove the microorganisms that would cause disease.
EDUCATIONAL INSTITUTION: Includes all technical and vocational schools besides formal and informal educational institutions including general, secondary and higher education and authorized institutions which offer various programs and provides vocational qualifications.
EŞYA ÇIKIŞ FORMU: The form issued by the chief of personnel for accepting the gifts given by the guest to the personnel.
PUBLIC AREAS: Communal areas used by all the guests, regardless of whether they are staying at the hotel or not.
APPLIANCE (MATERIAL): Defines the substances and materials needed to be used to perform a definite work.
HYGIENE: Applications to be performed and precautions to be taken to avoid environments that could be harmful to health.
HOUSEKEEPING (H/K): Defines housekeeping department.
ISCED: International Standard Classification of Education
ISCO: International Standard Classification of Occupations
OHS: Occupational Health and Safety
OPERATING REPORT: Occupancy report of the guest rooms, restaurants and halls.
PROCEDURE: Defines the method followed.
PPE: Personal Protective Equipment
DRY SYSTEM CARPET CLEANING: Herbal Cleaning Powder (environment friendly)

LEGIONELLA: Bacteria that would grow in air conditioning and cooling systems. 
NACE: Statistic classifications of the activities in European Community.
PASS KEY: Kind of skeleton key to be used in opening the doors of more than one room or place, generally or locally.
BUFFERING: Defines cleaning with gentle touches before the rubbing and friction operations.
NATIONAL QUALIFICATION STANDARD: Minimum standards showing the necessary knowledge, skill, manner and attitudes accepted by Vocational Qualification Authority (VQA) to perform a profession.
NATIONAL QUALIFICATION: Knowledge, skill and competence, which are required to be owned by the individual, determined by the evaluations performed by certification institutions authorized by the VQA and included in national qualification framework upon approval of the VQA 

VACUUMING: Absorbing dust and crumbs on the surface.
COMMUNICATION BOOK BETWEEN THE SHIFTS: Defines the book on which notes of the previous shifts are taken.
VIP: Defines very important person.
ANNEX 3: Occupational Horizontal and Vertical Promotion Methods 
-

ANNEX 4(*): Evaluator Criteria
EVALUATOR CRITERIA
Duties and responsibilities expected from the persons to serve as evaluators in Testing and Certification Center Testing and Assessment Unit are to develop, apply and determine content of question data bank, skill tests and performance exam; to perform studies on validity and reliability; to make contributions to the works on performance and sustainability, to perform invigilation; to lead the candidates; to manage the communication environment in a healthy way and to have required knowledge on examination and certification system and rules of procedure. The ones who have experience in the sector and who have worked with the similar mission would be preferred. 
People to serve in this group are preferably supposed to have the following qualifications.
1. To have training and experience on testing and assessment and to have performed an academic study
2. At least 5 years of professional experience in the related field of profession 
3. Having been graduated from related departments of universities or having served as an academic personnel in the related faculties of universities 
4. To have a pedagogical formation (Preferably working at the related field of profession as a teacher in Vocational High School)
ANNEX 5(*): Organizations/Institutions that made contributions to the Qualification Draft before Submitting the Draft to the Formal Opinion
-

ANNEX 6(*): Organizations/Institutions opinions of which have been received on qualification draft (Yeterlilik Taslağının Görüşe Gönderildiği Kurum ve Kuruluşlar)
-

ANNEX 7(*): Opinions from Organizations and Institutions on the Qualification Draft and Form Regarding the Assessment of the Opinions Received
-

ANNEX 8(*): Data Regarding the Pilot Study Carried Out to Determine the Criteria to be used in Acquiring the Qualification 
-

ANNEX 9(*): Explanations on the Terms of Entering the Qualification Exam and Certificate Validity Period

	[REFERENCE CODE] A1 OCCUPATIONAL HEALTH, OCCUPATIONAL SAFETY AND ENVIRONMENTAL PROTECTION METHODS QUALIFICATION UNIT

	1
	QUALIFICATION TITLE
	OCCUPATIONAL HEALTH, OCCUPATIONAL SAFETY AND ENVIRONMENTAL PROTECTION METHODS 

	2
	 REFERENCE CODE
	

	3
	 LEVEL
	2

	4
	 CREDIT VALUE
	

	5
	 A) PUBLISH DATE
	

	
	 B) REVISION NO
	

	
	 C) REVISION DATE
	

	6
	 OCCUPATIONAL STANDARD(s) RELATED TO THE QUALIFICATION

	GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL (LEVEL 2)  09UMS0021-2

	7
	 LEARNING OUTCOMES

	Learning Outcome 1: Knows occupational health, safety and environmental protection methods.
Performance Criteria
1.1 Applies OHS and environmental protection methods he/she learned in working place.
1.2 Uses personal protective equipment materials.
1.3 Uses warning signs.

1.4 Works in compliance with the OHS rules.

1.5 Detects hazardous situations and informs concerned units and his/her chief thereof. 
Context:

1.2 Keeps personal protective equipment (PPE) materials (gloves, work uniform, glasses, moots, safety belt, mask, etc.) available in suitable places.
1.4 Performed the following processes according to OHS:

a. Lifting heavy materials by getting strength from his/her knees. 

b. Using cleaners in compliance with the instructions on labels. 
c. Labelling new package if he/she used the cleaners without the original packages.

d. Paying attention whether there are any combustible or sharp materials in garbage while collecting. 

e. Being careful in usage of electrical plug, socket and cables and plugs of electrical machines. 
1.5 Informed relevant persons without delay about electricity, instalment and machine malfunctions and also malfunctions that would cause injuries,

1.5 Informed relevant persons without delay about suspicious packages, persons and conditions (physical injury, smoke, drunkenness, fight, noise etc.).

Material Used: Personal protective equipment such as gloves, work uniform, mask, safety belt, gumboot, glasses.

Warning signs such as safety line, slippery slope sign, cleaning sign and out of order sign, chemical substance labels and bucket (to put the sharp materials). 

Learning Outcome 2: Works Intended to Reduce the Environmental Risks.

Performance Criteria
2.1 Knows and implements the risk factors according to OHS.

2.2 Uses electricity and water economically.

2.3 Collects dangerous and harmful wastes in the areas within his/her responsibility.

2.4 Collects garbage according to their types. 

2.5 Informs his/her chief about environmental effects of his/her activities and the harms likely to result in.

Context:

2.2 Used water and electricity while working no more than he/she needs.

2.2 Turned off electricity and faucet which are in use needlessly, informed related departments of malfunctions in electricity and instalment without delay.

2.3 Did not cast away the hazardous wastes such as chemical substance packages, batteries, accumulators, medical wastes, collected them in the area stated in the procedure of operation.

2.4 Collected wastes he/she assorted according to their types (glass, metal, paper, plastic, organic etc.) in garbage bags, colours of which are stated in the procedure of operation. 

2.5 Paid attention on the usage of chemicals to prevent from environmentally hazardous results. 

Material Used : Coloured garbage bags, coloured dustbins

	8
	TESTING AND ASSESSMENT 

	 8 a) Theoretical Exam

	4-option multiple choice exam: Within the scope of this exam, 20-question test exam should be applied and at least 14 correct answers should be received. Estimated time given for each question shall be 1-1,5 minutes. Questions included in the exam shall be designed to assess all the learning output and performance indexes provided to be assessed within the scope of the theoretical exam. 

	 8 b) Performance Exam

	Performance exam is not provided for the assessment of this unit.

	 8 c) Other requirements regarding testing and assessment

	

	9
	 INSTITUTION(S) DEVELOPED THE QUALIFICATION 
	Union of Mediterranean Touristic Hotel Owners and Investors (AKTOB) 

	10
	 SECTOR COMMITTEE VALIDATED THE QUALIFICATIONS 
	VQA Tourism Accommodation, Food and Beverage Services Sector Committee 

	11
	 APPROVAL DATE AND NR. OF VQA ADMINISTRATIVE BOARD 
	


ANNEXES
ANNEX […]-1: Information regarding the Recommended Training to Provide the Qualification Unit 
A training programme for minimum 24 hours which includes training contents, identifications of which are given below, is recommended to provide this unit.
Training Content:

1. Basic information on the working conditions of the occupation and Labour Act
2. Complying with the Worker Health Legislation and Occupational Safety
a. Occupational Health instructions
b. Accident Prevention instructions
c. Protection Equipment
d. Machine Utilization instructions 
e. Behaviour in the event of accident
f. Dangers of electrical current
g. Production’s hazards for environment
3. Actions to be Taken in the Event of Natural Disaster, Fire and Emergencies 
4. Being Environment Conscious and Protecting the Environment
a. Environment acquisition and Protection
b. Ecology, Ecological Balance 
c. Waste regulation
d. Water, soil, air and noise pollution
e. Productive Usage of Natural Sources
ANNEX […]-2(*): Table Regarding the Performance Criteria Evaluated by Assessment Instruments Indicated in the Qualification Unit 
-
	[REFERENCE CODE] A2 WORK ORGANIZATION, GENERAL AREA CLEANING AND ARRANGEMENT QUALIFICATION UNIT 

	1
	 QUALIFICATION UNIT TITLE 
	WORK ORGANIZATION, GENERAL AREA CLEANING AND ARRANGEMENT

	2
	REFERENCE CODE
	

	3
	LEVEL
	2

	4
	 CREDIT VALUE
	

	5
	 A)PUBLISH DATE
	

	
	 B)REVISION NR
	

	
	 C) REVISION DATE
	

	6
	  OCCUPATIONAL STANDARD RELATED TO THE QUALIFICATION UNIT

	GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL (LEVEL 2) 09UMS0021-2

	7
	  LEARNING OUTCOMES

	Learning Outcome 1: Performs personal cleaning and maintenance.
Performance Criteria:
1.1 Applies personal cleaning, maintenance and hygiene rules.

1.2 His/her nails are cut; his/her hair is clean and tied. 

1.3 Wears work uniform and has a name tag on his/her uniform. 

1.4 Wears flat and comfortable shoes.

1.5 Does not use jewellery except for wedding ring and watch.
Context:

1.1 Cleaned his/her mouth, hands, feet, body, hair and beard and was careful for his/her personal care. 
1.2. Had his hair and beard cut in accordance with the procedures of operation. 
1.3  Wears work uniform in accordance with the procedures of operation.

Material Used: Work uniform, name tag, personal maintenance instruments.

Learning Outcome 2: Carries out his/her duty and implements the instructions.
Performance Criteria:

2.1 Takes his/her work programme and the key(s) of storage and offices under his/her responsibility by signature.

2.2 Receive information from his/her chief about the area stated in the communication book between the shifts; he/she is responsible for. 
2.3 Receive information and instructions from his/her chief about the VIP guests in the area under his/her responsibility.
Context: 
2.1 Viewed his/her work programme and took his/her key(s). Used his/her keys carefully and did not give them to another person. 

Material Used: Office and storage keys, work programme.
Learning Outcome 3: Prepares his/her office and cleaning materials. 

Performance Criteria:
3.1 Supplies missing equipment and materials in his/her office.

3.2 Places cleaning equipments, guest consumable materials, OHS and PPE materials in the cleaning chart in an organized way. 

3.3 Prepares mop apparatus and bucket to mob.

3.4 Checks the electrical machines to be used.
Context:

3.1 He/she cleaned, removed dust on and arranged equipments and surfaces such as wash basin, shelf and floor.

3.2 Checked durability and cleanness of the mopping cart, pres, apparatus and mop.

3.3 Clean water was poured to both buckets of mopping carts, and cleaning substance was added to the blue one. Floor was mopped with the water in the blue bucket, and mop was cleaned with the water in the red bucket. 
3.4 Checked whether the dust bag of the electric cleaner is full and whether the machine works.

3.4 Checked whether the electrical machines to be used are clean and whether they work.
Material Used: Cleaning cart, cleaning equipment (coloured dust-cloths, cleaners, bucket, glass cleaners, broom, dustpan, garbage bags etc.) consumable materials of the guests, (toilet paper, paper towel, toilet seat cover, soap etc.) OHS materials (slippery slope sing, safety line etc.) PPE materials (gloves etc.) electric cleaner, wet vacuum machine, floor cleaning machines etc.
Learning Outcome 4: Fulfils pre-cleaning procedure.

Performance Criteria:

4.1 Brings cleaning cart, mopping cart and electrical machine to the area that he/she will clean.

4.2 Informs his/her chief about missing and damaged fixtures without delay.

4.3 Informs related department about the mislaid valuables belonging to guests.

4.4 Informs his/her chief about the insects he/she sees during cleaning.

4.5 Separate the garbage in her cleaning area by their types and collects them in identified coloured bags.
Context:

4.1 Brought cleaning cart, mopping cart and electrical machine to be used to the area that he/she would clean, and placed them without blocking the areas on which people walk.

4.2-4.3 Informed his/her chief, office communication employee or reception about the valuables (cash, passport, identity card, excursion ticket, jewellery, watch etc.) found in the area.

Material Used: Cleaning cart, mopping cart, mopping apparatus and mop, electrical cleaning machine, garbage bags in different colours.

Learning Outcome 5: Performs general area cleaning and arrangement.

Performance Criteria:

5.1 Cleans and arranges the units in general areas (restaurant, entrance hall, rest rooms, pool sides, beach, meeting rooms etc.) according to the instructions of his/her chief and to the opening and closing hours.

5.2 Cleans and arranges the units in general areas frequently enough according to the usage frequency of the areas by guests.

5.3 Removes dust of the objects in the area orderly and without changing their places.

5.4 Removes dust of the objects with clean dust-clothes, stated in operation procedure, colours and specialities of which are different.

5.5 Disinfects hand-contact equipments.

5.6 Follows OHS rules while removing dust of the electric appliance.

5.7 Informs the related persons about the malfunctions and checks the repaired items again for cleaning after the repairing process.

5.8 Cleans general area floor with suitable method, machine or instruments.
5.9 Checks and cleans glass surfaces. 
5.10 Cleans public lavatories taking their usage frequency into consideration.
5.11 Operates flush tanks and pours disinfection-featured cleaning materials then waits for a few minutes.
5.12 Cleans and disinfects outside of toilets starting with the flush tanks to top and bottom side of the toilet seat cover with suitable instruments reserved for this surface.
5.13 Brushes inside the toilets with toilet brush and disinfection-featured cleaning materials starting with the interior part of the toilet including the bottom. 

5.14 Cleans and dries the wash basins starting with lavatory combination faucets, and then counters and finally interior side with suitable instruments reserved for this area.
5.15 Cleans wash basin mirror with glass cleaners and dust-cloth or with glass cleaning apparatus (glass plush, glass squeegee).
5.16 Wipes the accessories in public lavatories. 

5.17 Restocks toilet paper, paper towel, toilet seat cover, soap etc.

5.18 Cleans the floor of the toilet with suitable method and instrument. 

5.19 Checks general toilet cleaning and arrangement. 

Context:

5.1 Cleaned areas such as restaurant, entrance hall, toilet, pool side etc. with suitable instruments. 

5.4 Cleaned his/her dust cloth when it ravished.
5.5 Hand-contact equipments (switches, door handle, handset and phone keys, remote controls etc.) were disinfected. 
5.6 Wet cleaning method was not used to OHS while removing dust of the electric appliances according. 

5.7 Related departments and chief were informed without delay about the demands and complaints of the guests.

5.8 Instruments reserved for each equipment and area were used, these instruments were not allowed to contact with each other.
5.10 Cleaning operations were performed in compliance with the OHS and hygiene rules, comfort of the guests were observed.
5.20 Attended trainings and presentation; and read publications such as books and journals to advance his/her knowledge on his/her occupation. Applied such knowledge and technological progresses in his/her work.
Material Used: Cleaning cart, bucket, mopping cart and instruments, glass cleaning instruments, broom, dust pan, dust-clothes in different colours, sponges in different colours, cleaning brushes, garbage bag, disinfectant, electric vacuum, washer and polishing machine, cleaners (general area cleaning, toilet, wash basin, bathtub, floor, glass cleaners, descaling agent)  disinfectant, toilet paper, paper towel, toilet seat cover, soap etc.
Learning Outcome 6: Performs stain removal process.

Performance Criteria:
6.1 Determines type of the strain and the surface; and chooses the right type of stain removing agent.

6.2 Determines method and chooses stain removing agent according to the type of the stain and surface properties. 

6.3 Performs stain removing process. 

Context:

6.1 Tested the strain removal agent on a small area, which cannot be seen, to determine whether it harms the surface.
6.2 Used buffering method, from the outside part of the strain to the centre, in the strain removal process with an absorbent cloth or sponge.
6.3 Used washing by machine or stream methods according to the type of the strain and the surface.

6.3 Brought the material to a different place and performed the removal process there for the cases in which the removal process would be hard to perform or such process would contaminate the area.

Material Used: Stain removal agent, absorbent cleaning cloth, brush, cleaning sponge, wet carpet washing machine, steam machine etc.

	8
	 TESTING AND ASSESSMENT 

	 8 a) Theoretical Exam

	Theoretical exam is not provided for the assessment of this unit.

	 8 b) Performance Exam

	In this unit, Performance exam is provided. Performance exam titles are determined within the scope of the exam to assess the activities carried out regarding the content of the training; and the applicants take exam(s) on these subjects. Performance of the applicant is graded according to appropriate rating scales such as checklist, surveillance form. At least 90 % success is required.

	 8 c) Other requirements regarding testing and assessment

	Applicant is supposed to be successful on the exam. Failed applicant may take another exam within the field of the exam he/she failed. In case of suspension for more than 1 year, exam shall be retaken.

	9
	 INSTITUTION(S) DEVELOPED THE QUALIFICATION 
	Union of Mediterranean Touristic Hotel Owners and Investors (AKTOB) 

	10
	 SECTOR COMMITTEE VALIDATED THE QUALIFICATIONS 
	VQA Tourism Accommodation, Food and Beverage Services Sector Committee 

	11
	 APPROVAL DATE AND NR. OF VQA ADMINISTRATIVE BOARD 
	


ANNEXES
ANNEX […]-1: Information regarding the Recommended Training to Provide the Qualification Unit 
A training programme for minimum 144 hours which includes training contents, identifications of which are given below, is recommended to provide this unit.

Training Content: 

1. Personal Hygiene and Care
-Hygiene, personal care and personal hygiene rules
-Nail, hair etc. 

-Work uniform
2. Communication Skills and Team Work
3.  Occupational Ethics 
4. Work Organization, Planning and Programming
5. Pre-Work Instructions
6. Usage of Keys
7. Knowledge on and Usage of Instruments, Machines, Cleaners Related to the Occupation
8. General Hygiene Rules
9. Performing the Cleaning Process in Accordance With the OHS Rules
10. Knowledge on General Area Cleaning and Arrangement
-Removing of dust
-Mopping
-General toilet cleaning
-Cleaning glasses
-Garbage collecting
-Sweeping
-Cleaning with electric machines
      14. Strain Removing
 -According to the type of the surface,

-With appropriate method
ANNEX […]-2(*): Table Regarding the Performance Criteria Evaluated by Assessment Instruments Indicated in the Qualification Unit 
-

	[REFERENCE CODE] A3 PERIODIC CLEANING
QUALIFICATION UNIT

	1
	 QUALIFICATION UNIT TITLE 
	PERIODIC CLEANING

	2
	REFERENCE CODE
	

	3
	LEVEL
	2

	4
	 CREDIT VALUE
	

	5
	 A)PUBLISH DATE
	

	
	 B)REVISION NR
	

	
	 C) REVISION DATE
	

	6
	 OCCUPATIONAL STANDARD RELATED TO THE QUALIFICATION UNIT

	GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL (LEVEL 2) 09UMS0021-2

	7
	 LEARNING OUTCOMES

	Learning Outcome 1: Performs carpet and fabric-coated furniture cleaning process.

Performance Criteria:
1.1 Removes movable, non-fixed furniture and materials.

1.2 Removes dust of the carpets and fabric-coated furniture with electric cleaner. 

1.3 Performs strain removing processes.

1.4 Cleans carpet and furniture with appropriate method and cleaner.

1.5 Put the clean carpet and furniture into their places after the drying process.

Context: 
1.1 Took materials, which are in reasonable sizes and weights to be removed, on the carpet and furniture out of the working area (corridor, office etc.).
1.2 Electric cleaner apparatus for armchair were used to remove dust of the armchairs, chairs etc. 
1.2 Carpets and fabric-coated furniture were cleaned by using machine washing or dry system cleaning methods appropriate for their types and contamination rates. 
1.4 Carpets, armchairs, chairs etc. were cleaned by taking the grain and textile into consideration.
1.5 Carpets and furniture on which wet cleaning process was to be carried out were covered or warning signs were placed on them, and they were prevented from the use of people. 
1.5 Objects were placed after the carpet dried.
Material Used: Electric cleaner, wet carpet and armchair cleaner machine, dry system carpet cleaning machine, polishing machine and dry foam generator, cleaning clothes, bucket, strain removing agents.

Learning Outcome 2: Cleans the walls, illumination units and decorative objects.

Performance Criteria
2.1 Cleans and polishes the wipeable walls, illumination units and decorative objects with the appropriate methods for their types.

2.2 Cleans illumination units of the walls in accordance with the OHS rules.

2.3 Covers the objects placed under the illumination units he/she cleans.

Context: 

Dust on walls, illumination units and decorative objects were removed with dust cloth, dust brush or electric cleaner according to the type of materials composing their surfaces.
2.1 Walls, illumination unit accessories or decorative objects, which are needed to be polished, were polished with polish and appropriate method for the surfaces (copper, brass, steel etc.) was used. 
2.2 Step ladder and such instruments were used in cleaning and maintenance of the high places according to OHS rules, chairs, stools etc. in the area were never used. 
2.3 Objects and floor (furniture, carpet, parquet, marble etc.) were covered to protect them from contamination and strains.

Material Used: Electric cleaner, cleaning clothes, dust brush, cleaners, polishes, surface protection fabric and step ladder.

Learning Outcome 3: Cleans windows and frames.

Performance criteria:

3.1 Removes foreign substances on the windows.
3.2 Starts window cleaning from the frame. 
3.3 Cleans inside and then the outside of the windows.
3.4 Cleans windows and frames in compliance with the OHS rules. 
3.5 Cleans the floor.

Context: 

3.1 If there were any foreign substances such as worn-out emblem, label, silicon paint etc. on windows, these worn-out substances were removed with razor blade, which is used to clean glass surfaces, before the cleaning process.

3.2 Windows were cleaned by starting their frames, which are more contaminated, and then this process continued from inside part, which is less contaminated, to the outside part of the window. 
3.3 Surface of the glass was cleaned with cleaner-added water, glass plush or glass-cloth without leaving an unclean part.

3.3 Dirty water on the window was cleaned by using “S” drawing method; this method includes pulling the dirt water with window squeegee. 
3.3 Rubber part of the squeegee and wet areas on the window were dried with glass cloth.

3.3 Worn-out or removed emblem and labels were renewed.

3.4 Step ladder and such instruments were used in cleaning and maintenance of the high places according to OHS rules, chairs, stools etc. in the area were never used. 
3.5 If the surface of the floor was not water resistant, it was protected with cover; and if it was water resistant, spilled water was cleaned after the window cleaning process.
Material Used: Window cleaning materials (glass-cloth, grass plush, window squeegee,  razorblade used in window cleaning and apparatus, bucket, bucket safety belt etc.) step ladder, mirror and glass cleaners.

Learning Outcome 4: Implements legionella protection measures. 

Performance Criteria:
4.1 Disinfects air conditioning unit (air conditioner), ventilation hatches (fancoill) and shower heads.
4.2 Flushes the water in faucets and showers that have not been used for 3-4 days.
Context: 
4.1 Air conditioning unit, ventilation hatches and shower heads in public areas were disinfected with legionella protection materials monthly. 

4.2 Water circulation of the faucets and showers in public lavatories, which are not used frequently, were ensured by flushing water by opening their hot and cold handles for 3-5 minutes.

Material Used: Legionella material, spraying tool.
Learning Outcome 5: Polishes the surfaces by hand or using machine. 

Performance criteria:

5.1 Empties the surface to be polished.

5.2 Closes the area for use.

5.3 Vacuums the floor with electric cleaner hence removes the dust.

5.4 Removes the worn-out polish and dries the surface.

5.5 Uses polish (hard, soft polish etc.) and polish tool appropriate for the floor.

5.6 Performs polishing process by dividing the floor into sections.

5.7 Places the objects on the floor after the polishing process .
Context: 

5.1 Floor was emptied by taking the objects according to OHS methods. 

5.2 Area to be polished was closed to use and warning signs were placed on appropriate places.
5.3-5.4 Old polish was removed with polish removing agent and polishing machine starting with the farthest spot to the exit.
5.5 If the polishing agent is hard, polishing machine; and if the agent is soft, tools such as mop were used.  
5.6 Polish have been applied respectively; section by section and without missing a spot.
5.7 Objects were placed carefully in order not to damage the floor.
Material Used: Electric cleaner, polish removing agent, polish agent, polishing machine, mopping cart and mopping instruments.
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	 TESTING AND ASSESSMENT 

	 8 a) Theoretical Exam

	Theoretical exam is not provided for the assessment of this unit.

	 8 b) Performance Exam

	In this unit, Performance exam is provided. Performance exam titles are determined within the scope of the exam to assess the activities carried out regarding the content of the training; and the applicants take exam(s) on these subjects. Performance of the applicant is graded according to appropriate rating scales such as checklist, surveillance form. At least 90 % success is required.

	 8 c) Other requirements regarding testing and assessment

	An applicant is supposed to be successful on the exam. Failed applicants may retake another exam within the field of the exam he/she failed. In case of suspension for more than 1 year, exam shall be retaken.
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ANNEXES
ANNEX […]-1: Information regarding the Recommended Training to Provide the Qualification Unit 

A training programme for minimum 60 hours which includes training contents, identifications of which are given below, is recommended to provide this unit.

Training Context: 

1. Performing Periodical Cleaning
-Instruments used
-Cleaning methods
-Applying OHS rules
-Carpet cleaning
-Fabric-coated furniture cleaning
-Cleaning Wall, Ceiling, Illumination Units and Decorative Objects 
-Cleaning Windows and Frames
2. Legionella Protection Methods
-Instrument Material Knowledge
-Methods used
-Ventilation unit
-Shower Heads
-Lavatory Combination Faucet
3. Polishing Surfaces
- Instruments used
-Applying OHS rules
-Polishing with machine
-Polishing with hand
ANNEX […]-2(*): Table Regarding the Performance Criteria Evaluated by Assessment Instruments Indicated in the Qualification Unit 
	[REFERENCE CODE] A4 END OF THE DAY (SHIFT) ACTIVITIES 
QUALIFICATION UNIT

	1
	 QUALIFICATION UNIT TITLE 
	END OF THE DAY (SHIFT) ACTIVITIES 

	2
	REFERENCE CODE
	

	3
	LEVEL
	2

	4
	 CREDIT VALUE
	

	5
	 A)PUBLISH DATE
	

	
	 B)REVISION NR
	

	
	 C) REVISION DATE
	

	6
	 OCCUPATIONAL STANDARD RELATED TO THE QUALIFICATION UNIT

	GENERAL AREA CLEANING AND ARRANGEMENT PERSONNEL (LEVEL 2) 09UMS0021-2

	7
	 LEARNING OUTCOMES

	Learning Outcome 1: Performs last cleaning and control.

Performance Criteria
1.1 Cleans cleaning and mopping carts, arranges his/her office.

1.2 Cleans electric machines and tools, brings dirty dust-clothes and mops to laundry.

1.3 Leaves the garbage he/she collected as per legislation regarding environmental protection to the garbage areas determined according to operation procedures.

Materials Used: Electric machines, cleaning instruments, cleaning clothes, mopping instruments.
Learning Outcome 2: Takes notes in communication book between the shifts. 

Performance Criteria:

2.1 Takes notes about the works performed or being performed within his/her shift.

2.2 Takes notes about the demands and complaints of guests.

Materials Used: Communication book between the shifts
Learning Outcome 3: Delivers the materials.

Performance Criteria
3.1 Delivers the key under his/her responsibility.
3.2 Delivers or charges communication instruments such as radiotelephone, telephone etc.

3.3 Delivers his/her work uniform to the laundry.

Context:

3.1 Office or storage keys were delivered to chief or official who is responsible for keeping the keys (office communication employee, security office etc.) by signature.

3.2 Communication instruments such as radiotelephone within the responsibility of his/her department were delivered in a steady and operational way (to chief, Office communication employee etc.) or they were plugged in charge as per charging rules.

3.3 Name tag on the dirty work uniform was removed, and pockets were checked, and the uniform was delivered to laundry.

Materials Used: Key, radiotelephone, telephone, charge, work uniform, name tag.

Learning Outcome 4: Performs processes on mislaid items and gifts.

Performance Criteria
4.1 Reveals the misled items and delivers them.

4.2 Receive gifts from guests with the written notification delivered from the guest.

Context: 

4.1 Informed his/her chief or related person in his/her department without delay about the important misled items (money, telephone, wallet, passport, documents etc.) forgotten in the general areas.
4.1 Items that had been found were received to his/her chief or related person in his/her department with written information such as full name, type of the item, place on which it was found,  and date on which it was found.

4.2 Gifts from the guests were accepted with a signed letter. 

4.2 At the end of the shift, gifted item were submitted to the approval of his/her chief with the signed letter; and “Eşya Çıkış Formu” from his/her chief was submitted to the security officer at the door.
Materials used: The found item form, eşya çıkış formu.


	8
	  TESTING AND ASSESSMENT 

	 8 a) Theoretical Exam

	Theoretical exam is not provided for the assessment of this unit.

	 8 b) Performance Exam

	In this unit, performance exam is provided. Performance exam titles are determined within the scope of the exam to assess the activities carried out regarding the content of the training and education; and the applicants take exam(s) on these subjects. Performance of the applicant is graded according to appropriate rating scales such as checklist, surveillance form. At least 90 % success is required.

	 8 c) Other requirements regarding testing and assessment

	An applicant is supposed to be successful on the exam. Failed applicant may take another exam within the field of the exam he/she failed. In case of suspension for more than 1 year, exam shall be retaken.
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	 INSTITUTION(S) DEVELOPED THE QUALIFICATION 
	Union of Mediterranean Touristic Hotel Owners and Investors (AKTOB) 

	10
	 SECTOR COMMITTEE VALIDATED THE QUALIFICATIONS 
	VQA Tourism Accommodation, Food and Beverage Services Sector Committee 

	11
	 APPROVAL DATE AND NR. OF VQA ADMINISTRATIVE BOARD 
	


ANNEXES
ANNEX […]-1: Information regarding the Recommended Training to Provide the Qualification Unit 
A training programme for minimum 12 hours which includes training contents, identifications of which are given below, is recommended to provide this unit.

1.      Operation procedures information

        - Procedures for DND room at the end of the day

        - Procedures for lost and found items

        - Procedures for removing items

        - Use of pass key

        - Use of work uniforms

2.      Basic Audit, Follow-up and Control

3.      Information on office order, equipment and machinery cleaning and storage

ANNEX […]-2(*): Table Regarding the Performance Criteria Evaluated by Assessment Instruments Indicated in the Qualification Unit 
-
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