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	unit 135 (1FOH8)

	Prepare, service and clear meeting and conference rooms

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to prepare, service and clear meeting and conference rooms

	August 2010 Version 1.0


 [image: image2.jpg]




Prepare, service and clear meeting and conference rooms


This unit is about setting up a room for a meeting or conference. It covers checking heating and lighting equipment, setting out furniture and equipment, and arranging and re-stocking items such as stationery, drinks and glassware in function rooms. It also covers clearing and locking the room after use.
This unit has four outcomes:
Outcome 1

Be able to prepare and service meeting and conference rooms
Outcome 2

Understand how to prepare and service meeting and conference rooms
Outcome 3
Be able to clear meeting and conference rooms
Outcome 4
Know how to clear meeting and conference rooms  
Prepare, service and clear meeting and conference rooms


Evidence
This space is to record the evidence you need to do to complete this unit. The criteria that you should be able to complete are within the learning outcomes.
	No.
	Method*
	Summary of evidence or 
portfolio reference
	Assessor initials

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
Be able to prepare and service meeting and conference rooms (Outcome 1)
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Check that heating and lighting systems are working
	(
	(
	(
	(

	2

	Follow instructions for arranging furniture and equipment
	(
	(
	(
	(

	3

	Make sure table items are clean, undamaged and laid out as the customer asked
	(
	(
	(
	(

	4

	Check that equipment is ready for the customer to use
	(
	(
	(
	(

	5

	Keep the room clean, tidy and well stocked
	(
	(
	(
	(

	6
	Make sure the room is secure during breaks

	(
	(
	(
	(


	
	
	What you must cover
You must show that you have covered ALL of the following:
Instructions
All must be covered. Both of these must be observed by your assessor.
1
Spoken
(
(
(
(
2
Written
(
(
(
(
Equipment
All must be covered. At least 3 of these must be observed by your assessor.
1
Screens
(
(
(
(
2
Projectors
(
(
(
(
3

Flip charts
(
(
(
(
4

Other types of audio-visual equipment
(
(
(
(
Table items
All must be covered. At least 3 of these must be observed by your assessor.
1
Table covering
(
(
(
(
2
Glassware
(
(
(
(
3

Pens and paper
(
(
(
(
4

Refreshments
(
(
(
(
5

Decorations

(
(
(
(



Be able to clear meeting and conference rooms (Outcome 3)
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Shaded numbers must be observed

	1

	2

	3

	4


	7
	Neatly arrange the furniture, equipment and table items that should stay in the room
	(
	(
	(
	(

	8
	Store other furniture, equipment and table items in the right place
	(
	(
	(
	(

	9
	Leave the room ready for cleaning
	(
	(
	(
	(

	10
	Reset heating and lighting systems
	(
	(
	(
	(

	11
	Lock the room as required
	(
	(
	(
	(


	
	
	What you must cover

You must show that you have covered ALL of the following:
Equipment
All must be covered. At least 2 of these must be observed by your assessor.
1
Screens
(
(
(
(
2
Projectors
(
(
(
(
3

Flip charts
(
(
(
(
4

Other types of audio-visual
(
(
(
(
Table items
All must be covered. At least 3 of these must be observed by your assessor.
1
Table covering
(
(
(
(
2
Glassware
(
(
(
(
3

Pens and paper
(
(
(
(
4

Refreshments
(
(
(
(
5

Decorations

(
(
(
(



	What you must know

	Evidence for this section can be collected in a variety of ways. Your assessor will discuss with you how to collect and record this information.


	Understand how to prepare and service meeting and conference rooms (Outcome 2)
	Ref.

	K1  K
	State organisational standards for customer care and how to liaise with customers during conferences and meetings
	

	K2 
	State organisational  security procedures
	

	K3 K
	State where to get information about how to arrange the room
	

	K4 K
	State why all furniture and furniture items must be checked for cleanliness and damage
	

	K5 K
	State why correct lifting and handling techniques must be used when moving furniture and other heavy items
	

	K6 K
	Describe how to control heating and lighting systems
	

	K7 K
	Describe how to check equipment such as screens, projectors, flipcharts and other audio-visual equipment
	

	K8 K
	State where to find items that might need replacing such as flip charts, pens, paper and refreshments
	

	K9 
	State why conference and meeting rooms must be secure when not in use
	

	K10 
	Outline the types of problems that may happen when preparing and servicing meeting and conference room and how to deal with these
	

	Know how to clear meeting and conference rooms (Outcome 4)
	Ref.

	K11 K
	Describe how to arrange the room when a meeting or conference is over
	

	K12 
	State where to store furniture, equipment and other items that do not stay in the room
	

	K13 K
	State how to make sure the room is ready for cleaning
	

	K14 K
	Outline the types of problems that may happen when cleaning rooms and how to deal with these
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



