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Departmental Training Module
Hospitality Management

1. Department Overview
The Hospitality Management Department trains young people to understand the principles, discipline, character, skills and practical service required in the hospitality industry.
Hospitality is the act of receiving, serving, caring for and creating comfort for guests, clients, visitors and customers. It includes hotel service, guest house management, front desk service, housekeeping, food and beverage service, event support, customer relations, facility care, bookings, guest records and service excellence.
Hospitality is not only about hotels. It is useful in ministries, conference centres, restaurants, schools, hospitals, guest houses, offices, retreats, events, tourism centres, catering businesses and community service projects.
This department teaches trainees to serve with excellence, humility, cleanliness, courtesy, emotional control, punctuality and integrity. A hospitality worker must be polite, neat, alert, respectful, patient and trustworthy.
A careless hospitality worker can offend guests, damage the reputation of an organisation, spread infection through poor hygiene, mismanage bookings, lose property or create disorder. Therefore, trainees must learn that hospitality is a ministry of care, order and honour.

2. Purpose of the Department
The purpose of the Hospitality Management Department is to raise disciplined, courteous and God-fearing trainees who can serve guests, manage basic hospitality duties, support events and work in hospitality-related organisations with excellence.
The department aims to:
1. Teach trainees the meaning and value of hospitality.
2. Build a culture of honour, service and guest care.
3. Train trainees in front desk, reception and customer service basics.
4. Teach housekeeping, cleaning, room preparation and facility care.
5. Train trainees in food and beverage service awareness.
6. Teach event support, table setting, booking records and guest handling.
7. Build discipline, patience, courtesy, cleanliness and emotional maturity.
8. Prepare trainees for industrial attachment in hotels, guest houses, event centres, restaurants, conference centres, ministries, hospitals and service organisations.
9. Help trainees identify enterprise opportunities in hospitality.
10. Develop trainees who can serve people with excellence, humility and Kingdom character.

3. Foundational Scriptures for the Department
Hebrews 13:2
Quoted Scripture:
“Be not forgetful to entertain strangers: for thereby some have entertained angels unawares.”
Department Lesson:
Hospitality is sacred. Guests must be treated with honour, kindness and care.
1 Peter 4:9
Quoted Scripture:
“Use hospitality one to another without grudging.”
Department Lesson:
Hospitality must be offered willingly, not with complaint or bitterness.
Colossians 3:23
Quoted Scripture:
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Department Lesson:
Hospitality work must be done with excellence, even when the task seems small.
Matthew 25:35
Quoted Scripture:
“For I was an hungred, and ye gave me meat: I was thirsty, and ye gave me drink: I was a stranger, and ye took me in.”
Department Lesson:
Serving people’s needs is important before God. Hospitality reflects compassion and care.
Proverbs 22:29
Quoted Scripture:
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Department Lesson:
Diligence in service opens doors. Excellent hospitality workers can serve in important places.

4. Skills Trainees Must Learn
By the end of the training, trainees should learn the following foundational skills.
A. Hospitality Orientation Skills
1. Understanding the meaning of hospitality.
2. Understanding guest care.
3. Understanding the hospitality industry.
4. Knowing the role of hotels, guest houses and event centres.
5. Understanding service standards.
6. Understanding courtesy and respect.
7. Understanding professional appearance.
8. Understanding confidentiality.
9. Understanding teamwork.
10. Representing the Academy with honour.
B. Customer Service Skills
1. Greeting guests politely.
2. Listening carefully.
3. Speaking respectfully.
4. Answering questions clearly.
5. Handling complaints calmly.
6. Showing patience.
7. Giving directions.
8. Helping elderly or vulnerable guests.
9. Avoiding arguments.
10. Maintaining a positive attitude.
C. Front Desk and Reception Skills
1. Welcoming guests.
2. Taking basic enquiries.
3. Recording guest details.
4. Understanding bookings.
5. Handling check-in awareness.
6. Handling check-out awareness.
7. Answering phone calls professionally.
8. Taking messages.
9. Keeping reception clean.
10. Reporting unusual situations.
D. Housekeeping Skills
1. Cleaning rooms.
2. Making beds.
3. Sweeping and mopping.
4. Dusting surfaces.
5. Cleaning toilets and bathrooms.
6. Replacing towels and supplies.
7. Arranging rooms neatly.
8. Reporting damaged items.
9. Handling lost and found items.
10. Maintaining hygiene and order.
E. Food and Beverage Service Awareness
1. Setting tables.
2. Serving food politely.
3. Serving drinks carefully.
4. Clearing tables.
5. Maintaining food hygiene.
6. Understanding menu awareness.
7. Handling plates and cutlery properly.
8. Avoiding contamination.
9. Respecting dietary needs.
10. Communicating with kitchen staff.
F. Event and Conference Support Skills
1. Arranging chairs.
2. Arranging tables.
3. Setting up meeting rooms.
4. Welcoming event guests.
5. Managing attendance lists.
6. Supporting registration.
7. Serving refreshments.
8. Maintaining cleanliness during events.
9. Managing crowd flow.
10. Cleaning after events.
G. Facility Care and Safety Skills
1. Identifying hazards.
2. Reporting broken furniture.
3. Reporting electrical faults.
4. Keeping walkways clear.
5. Preventing slips and falls.
6. Handling cleaning chemicals safely.
7. Fire safety awareness.
8. Emergency reporting.
9. Protecting guest property.
10. Maintaining secure environments.
H. Records and Administration Skills
1. Guest records.
2. Booking records.
3. Room checklist.
4. Cleaning checklist.
5. Inventory records.
6. Maintenance reports.
7. Lost and found records.
8. Event attendance records.
9. Customer feedback records.
10. Daily duty reports.
I. Enterprise and Employability Skills
1. Guest house support.
2. Event support services.
3. Cleaning and housekeeping services.
4. Reception support.
5. Food service support.
6. Laundry service awareness.
7. Small catering support.
8. Facility management support.
9. Customer care training support.
10. Hospitality business planning.

5. Weekly Topics for Seven Months
The seven-month classroom and practical phase is divided into twenty-eight training weeks. Each week should include teaching, demonstration, supervised practical work, group activity, service practice, record keeping and character formation.

Month 1: Hospitality Orientation, Service Mindset and Personal Presentation
Week 1: Introduction to Hospitality Management
Teaching Focus
Meaning of hospitality, importance of guest care, hospitality as service, types of hospitality organisations and dignity of service work.
Scripture for the Week
Hebrews 13:2
“Be not forgetful to entertain strangers: for thereby some have entertained angels unawares.”
Daily Practical Activities
1. Day 1: Discuss the meaning of hospitality.
2. Day 2: Identify hospitality places in the community, such as hotels, guest houses, restaurants and event centres.
3. Day 3: Discuss what makes a guest feel welcome.
4. Day 4: List poor hospitality behaviours that offend guests.
5. Day 5: Write a reflection on why guests must be treated with honour.
Character Lesson
Every guest should be treated with respect because hospitality is sacred.

Week 2: Service Mindset and Kingdom Hospitality
Teaching Focus
Serving willingly, avoiding complaint, humility, kindness, patience and seeing service as honourable.
Scripture for the Week
1 Peter 4:9
“Use hospitality one to another without grudging.”
Daily Practical Activities
1. Day 1: Discuss the difference between forced service and willing service.
2. Day 2: Role-play serving a guest with joy.
3. Day 3: Discuss common complaints in service work and how to avoid them.
4. Day 4: Prepare a hospitality attitude checklist.
5. Day 5: Write a personal service commitment.
Character Lesson
Hospitality must be given without grumbling. The attitude of the worker affects the experience of the guest.

Week 3: Personal Grooming and Professional Appearance
Teaching Focus
Clean clothing, neat hair, body hygiene, fresh breath, appropriate dressing, name tags, posture and appearance standards.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Discuss why appearance matters in hospitality.
2. Day 2: Demonstrate proper grooming standards.
3. Day 3: Practise professional posture and walking.
4. Day 4: Prepare a personal grooming checklist.
5. Day 5: Conduct a supervised appearance review.
Character Lesson
Orderliness should be seen in personal appearance, speech and conduct.

Week 4: Courtesy, Respect and Communication
Teaching Focus
Greeting, politeness, tone of voice, eye contact, listening, respectful words and avoiding rude responses.
Scripture for the Week
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Daily Practical Activities
1. Day 1: Practise greeting guests politely.
2. Day 2: Practise answering simple enquiries.
3. Day 3: Role-play giving directions.
4. Day 4: Practise apologising respectfully.
5. Day 5: Prepare a courteous speech guide.
Character Lesson
Words can welcome or wound. Hospitality workers must speak with grace.

Month 2: Customer Service, Reception and Front Desk Basics
Week 5: Customer Service Foundation
Teaching Focus
Guest needs, service standards, first impressions, listening, patience and service recovery.
Scripture for the Week
Matthew 7:12
“Therefore all things whatsoever ye would that men should do to you, do ye even so to them.”
Daily Practical Activities
1. Day 1: Discuss how trainees would like to be treated as guests.
2. Day 2: List common guest needs.
3. Day 3: Role-play welcoming a tired guest.
4. Day 4: Discuss poor customer service examples.
5. Day 5: Prepare a customer service checklist.
Character Lesson
Treat guests the way you would want to be treated.

Week 6: Reception and Front Desk Duties
Teaching Focus
Reception area, guest welcome, enquiries, messages, bookings, check-in awareness, check-out awareness and neat records.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Identify reception tools and documents.
2. Day 2: Practise welcoming a guest at reception.
3. Day 3: Fill a sample guest enquiry form.
4. Day 4: Record a sample booking.
5. Day 5: Practise giving a guest simple information.
Character Lesson
Clear records help staff serve guests properly and avoid confusion.

Week 7: Telephone Etiquette and Message Taking
Teaching Focus
Answering calls, polite language, clear speaking, taking messages, confirming details and confidentiality.
Scripture for the Week
Proverbs 15:1
“A soft answer turneth away wrath: but grievous words stir up anger.”
Daily Practical Activities
1. Day 1: Practise answering a phone call professionally.
2. Day 2: Practise taking a guest message.
3. Day 3: Practise confirming names, phone numbers and requests.
4. Day 4: Role-play handling an impatient caller.
5. Day 5: Prepare a telephone etiquette checklist.
Character Lesson
A soft and respectful answer can calm tension and protect the reputation of the organisation.

Week 8: Handling Complaints and Difficult Guests
Teaching Focus
Listening, staying calm, apologising, reporting problems, avoiding arguments and service recovery.
Scripture for the Week
James 1:19
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Daily Practical Activities
1. Day 1: Discuss common guest complaints.
2. Day 2: Practise listening without interrupting.
3. Day 3: Role-play apologising to a dissatisfied guest.
4. Day 4: Practise reporting a complaint to a supervisor.
5. Day 5: Write a complaint handling report.
Character Lesson
Hospitality workers must be slow to anger and quick to listen.

Month 3: Housekeeping, Hygiene and Room Care
Week 9: Introduction to Housekeeping
Teaching Focus
Meaning of housekeeping, room care, cleanliness, guest comfort, room inspection and service standards.
Scripture for the Week
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Daily Practical Activities
1. Day 1: Identify housekeeping tools and supplies.
2. Day 2: Discuss why clean rooms matter.
3. Day 3: Prepare a room cleaning checklist.
4. Day 4: Inspect a sample room for cleanliness.
5. Day 5: Write a reflection on excellence in hidden service.
Character Lesson
Housekeeping may be hidden, but God sees the quality of the work.

Week 10: Bed Making and Room Arrangement
Teaching Focus
Bed making, linen handling, pillow arrangement, room layout, guest supplies and neat presentation.
Scripture for the Week
Proverbs 31:27
“She looketh well to the ways of her household, and eateth not the bread of idleness.”
Daily Practical Activities
1. Day 1: Observe bed-making demonstration.
2. Day 2: Practise spreading sheets neatly.
3. Day 3: Practise pillow and blanket arrangement.
4. Day 4: Arrange guest supplies neatly.
5. Day 5: Conduct room presentation review.
Character Lesson
A diligent person pays attention to the condition of the household or room entrusted to him or her.

Week 11: Bathroom, Toilet and Hygiene Standards
Teaching Focus
Cleaning toilets, sinks, bathrooms, odour control, disinfectants, gloves, handwashing and guest safety.
Scripture for the Week
Psalm 51:10
“Create in me a clean heart, O God; and renew a right spirit within me.”
Daily Practical Activities
1. Day 1: Identify bathroom cleaning tools and chemicals.
2. Day 2: Demonstrate safe use of gloves and cleaning materials.
3. Day 3: Practise cleaning sequence using a training area.
4. Day 4: Prepare a toilet hygiene checklist.
5. Day 5: Discuss the link between cleanliness and dignity.
Character Lesson
External cleanliness should remind trainees of the need for a clean heart and right spirit.

Week 12: Laundry, Linen and Lost Property Awareness
Teaching Focus
Sorting linen, laundry awareness, towel care, damaged linen reporting, lost and found records and guest property care.
Scripture for the Week
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Daily Practical Activities
1. Day 1: Sort sample linen and towels.
2. Day 2: Identify clean, dirty and damaged linen.
3. Day 3: Fold towels and linen neatly.
4. Day 4: Complete a lost and found record.
5. Day 5: Prepare a linen control checklist.
Character Lesson
Faithfulness is shown in how trainees handle small items and guest property.

Month 4: Food and Beverage Service, Hygiene and Table Service
Week 13: Introduction to Food and Beverage Service
Teaching Focus
Food service, drink service, menu awareness, serving order, guest comfort and teamwork with kitchen staff.
Scripture for the Week
Matthew 25:35
“For I was an hungred, and ye gave me meat: I was thirsty, and ye gave me drink: I was a stranger, and ye took me in.”
Daily Practical Activities
1. Day 1: Discuss the importance of feeding guests well.
2. Day 2: Identify plates, cups, cutlery and serving trays.
3. Day 3: Practise carrying a tray safely.
4. Day 4: Role-play serving water politely.
5. Day 5: Prepare a food service checklist.
Character Lesson
Serving food and drink is a meaningful act of care.

Week 14: Food Hygiene and Personal Cleanliness
Teaching Focus
Handwashing, clean uniforms, food contamination, safe serving, covered food, clean utensils and illness reporting.
Scripture for the Week
1 Corinthians 10:31
“Whether therefore ye eat, or drink, or whatsoever ye do, do all to the glory of God.”
Daily Practical Activities
1. Day 1: Demonstrate proper handwashing.
2. Day 2: Identify food contamination risks.
3. Day 3: Practise safe handling of plates and cups.
4. Day 4: Prepare a food hygiene checklist.
5. Day 5: Discuss why food service must honour God and protect health.
Character Lesson
Food service must be clean, careful and honourable.

Week 15: Table Setting and Dining Etiquette
Teaching Focus
Table arrangement, cutlery placement, napkins, serving sequence, clearing tables and dining area neatness.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Identify table setting items.
2. Day 2: Practise simple table setting.
3. Day 3: Practise arranging chairs and tables neatly.
4. Day 4: Practise clearing plates respectfully.
5. Day 5: Conduct a table setting assessment.
Character Lesson
Order brings beauty and comfort to service.

Week 16: Kitchen Support and Stewarding Awareness
Teaching Focus
Dishwashing, cleaning utensils, waste management, kitchen safety, hot surfaces, knives awareness and teamwork.
Scripture for the Week
Ecclesiastes 4:9
“Two are better than one; because they have a good reward for their labour.”
Daily Practical Activities
1. Day 1: Identify kitchen support tasks.
2. Day 2: Practise safe dishwashing sequence.
3. Day 3: Sort waste properly.
4. Day 4: Discuss hot surface and knife safety.
5. Day 5: Prepare a kitchen support checklist.
Character Lesson
Hospitality succeeds through teamwork between service staff, kitchen staff and cleaners.

Month 5: Event Management, Facility Care and Guest Experience
Week 17: Introduction to Event Support
Teaching Focus
Meetings, conferences, seminars, weddings, retreats, church events, event roles and preparation.
Scripture for the Week
Proverbs 24:27
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Daily Practical Activities
1. Day 1: List types of events that need hospitality support.
2. Day 2: Prepare an event support checklist.
3. Day 3: Arrange chairs for a sample meeting.
4. Day 4: Prepare registration table setup.
5. Day 5: Discuss why preparation is important before guests arrive.
Character Lesson
Good service begins before guests arrive.

Week 18: Registration, Ushering and Guest Flow
Teaching Focus
Welcoming event guests, registration records, badges, seating guidance, crowd flow and respectful direction.
Scripture for the Week
Romans 12:10
“Be kindly affectioned one to another with brotherly love; in honour preferring one another.”
Daily Practical Activities
1. Day 1: Practise welcoming event guests.
2. Day 2: Fill a sample event attendance register.
3. Day 3: Practise guiding guests to seats.
4. Day 4: Role-play helping elderly guests.
5. Day 5: Prepare an ushering and registration checklist.
Character Lesson
Hospitality honours people by making them feel seen, welcomed and helped.

Week 19: Facility Care and Maintenance Reporting
Teaching Focus
Facility inspection, broken furniture, faulty lights, leaking taps, blocked toilets, damaged doors and maintenance records.
Scripture for the Week
Proverbs 27:23
“Be thou diligent to know the state of thy flocks, and look well to thy herds.”
Daily Practical Activities
1. Day 1: Inspect a room or hall for maintenance issues.
2. Day 2: Identify damaged furniture or fittings.
3. Day 3: Prepare a maintenance report.
4. Day 4: Prioritise urgent and non-urgent issues.
5. Day 5: Present facility inspection findings.
Character Lesson
Responsible workers observe what is entrusted to them and report problems early.

Week 20: Guest Feedback and Service Improvement
Teaching Focus
Guest feedback, service review, complaint trends, improvement plans and maintaining standards.
Scripture for the Week
Proverbs 19:20
“Hear counsel, and receive instruction, that thou mayest be wise in thy latter end.”
Daily Practical Activities
1. Day 1: Discuss why feedback matters.
2. Day 2: Prepare a simple guest feedback form.
3. Day 3: Review sample feedback.
4. Day 4: Identify areas for service improvement.
5. Day 5: Prepare a service improvement plan.
Character Lesson
Wise hospitality workers accept correction and improve.

Month 6: Records, Costing, Enterprise and Professional Ethics
Week 21: Hospitality Records and Daily Reports
Teaching Focus
Guest records, room checklist, booking records, cleaning records, inventory, maintenance reports and daily duty reports.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Prepare a guest record form.
2. Day 2: Prepare a room cleaning checklist.
3. Day 3: Prepare an inventory record.
4. Day 4: Prepare a daily duty report.
5. Day 5: Review records for neatness and completeness.
Character Lesson
Clear records help hospitality teams serve better and remain accountable.

Week 22: Hospitality Costing and Resource Control
Teaching Focus
Room supplies, cleaning materials, food service items, laundry cost, wastage, stock control and simple costing.
Scripture for the Week
Luke 14:28
“For which of you, intending to build a tower, sitteth not down first, and counteth the cost?”
Daily Practical Activities
1. Day 1: List supplies needed for a guest room.
2. Day 2: Estimate cleaning supply cost.
3. Day 3: Record stock issued for a sample room.
4. Day 4: Discuss causes of waste in hospitality.
5. Day 5: Prepare a simple hospitality cost sheet.
Character Lesson
Good hospitality requires planning and wise use of resources.

Week 23: Hospitality Ethics and Confidentiality
Teaching Focus
Guest privacy, lost property, honesty, avoiding theft, respectful speech, confidentiality and professional boundaries.
Scripture for the Week
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Daily Practical Activities
1. Day 1: Discuss dishonest practices in hospitality.
2. Day 2: Role-play handling lost property.
3. Day 3: Discuss guest privacy and confidentiality.
4. Day 4: Prepare a hospitality ethics pledge.
5. Day 5: Review case studies on integrity in guest service.
Character Lesson
Hospitality workers must be honest with guest property, records, payments and information.

Week 24: Hospitality Enterprise Opportunities
Teaching Focus
Guest house support, event support, cleaning services, food service support, laundry awareness, customer care support and small hospitality business planning.
Scripture for the Week
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Daily Practical Activities
1. Day 1: List enterprise opportunities in hospitality.
2. Day 2: Identify customers for one hospitality service.
3. Day 3: Prepare a simple service description.
4. Day 4: Prepare a small-start budget.
5. Day 5: Write a hospitality enterprise idea note.
Character Lesson
The power to create wealth comes from God. Hospitality enterprise must be built on honesty, cleanliness, excellence and service.

Month 7: Advanced Practice, Departmental Project and Attachment Preparation
Week 25: Departmental Mini-Project Planning
Teaching Focus
Planning a hospitality project, team roles, guest needs, supplies, budget, records, safety and expected outcomes.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Choose a safe departmental hospitality mini-project.
2. Day 2: Prepare project goals and expected results.
3. Day 3: Prepare supplies, checklist and budget.
4. Day 4: Assign team roles and service duties.
5. Day 5: Submit project plan for trainer approval.
Character Lesson
Vision must become organised action. Hospitality work must be planned and delivered with excellence.

Week 26: Departmental Mini-Project Implementation
Teaching Focus
Carrying out a supervised hospitality project with guest care, cleanliness, teamwork, records and service review.
Scripture for the Week
Nehemiah 4:6
“So built we the wall; and all the wall was joined together unto the half thereof: for the people had a mind to work.”
Daily Practical Activities
1. Day 1: Prepare the service area, tools and records.
2. Day 2: Begin room setup, reception or event support task.
3. Day 3: Continue assigned service duties and record progress.
4. Day 4: Check cleanliness, guest care, records and teamwork.
5. Day 5: Clean the area and review project performance.
Character Lesson
Progress comes when people have a mind to work and cooperate with discipline.

Week 27: Final Practical Demonstration and Portfolio
Teaching Focus
Demonstrating guest welcome, reception records, housekeeping, table setting, complaint handling and portfolio evidence.
Scripture for the Week
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Daily Practical Activities
1. Day 1: Demonstrate guest greeting and reception.
2. Day 2: Demonstrate room cleaning checklist and bed-making awareness.
3. Day 3: Demonstrate table setting and customer service role-play.
4. Day 4: Organise hospitality management portfolio.
5. Day 5: Present practical evidence to the trainer.
Character Lesson
A trained worker should not be ashamed. Diligence, skill and discipline prepare trainees for approval.

Week 28: Industrial Attachment Preparation
Teaching Focus
Preparing for hospitality placement, supervisor conduct, guest privacy, service standards, daily logs and final readiness.
Scripture for the Week
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Daily Practical Activities
1. Day 1: Identify possible hospitality attachment placements.
2. Day 2: Prepare personal attachment learning goals.
3. Day 3: Practise writing daily hospitality attachment logs.
4. Day 4: Review guest care, confidentiality and workplace behaviour.
5. Day 5: Complete final departmental readiness assessment.
Character Lesson
Diligence opens doors. A faithful hospitality trainee can serve in important places.

6. Daily Practical Activities
Hospitality Management training must include daily practical work. Practical work must be carefully supervised. Trainees must not handle real guest records, guest property, payments or confidential information without approval and supervision.
Daily practical activities should include:
1. Personal grooming inspection.
2. Greeting practice.
3. Reception role-play.
4. Telephone etiquette practice.
5. Guest enquiry recording.
6. Booking record practice.
7. Complaint handling role-play.
8. Room inspection.
9. Bed-making practice.
10. Cleaning checklist practice.
11. Bathroom hygiene practice.
12. Linen folding practice.
13. Lost and found record practice.
14. Table setting.
15. Tray carrying practice.
16. Food hygiene practice.
17. Event setup.
18. Registration desk practice.
19. Facility inspection.
20. Maintenance reporting.
21. Inventory record practice.
22. Guest feedback review.
23. Costing and stock control practice.
24. Customer communication role-play.
25. Departmental mini-project.
26. Daily service reflection.
Daily Practical Session Format
Each practical session should follow this order:
1. Opening instruction.
2. Grooming and hygiene check.
3. Service attitude reminder.
4. Trainer demonstration.
5. Supervised trainee practice.
6. Quality and courtesy check.
7. Correction of errors.
8. Clean-up and arrangement.
9. Record entry.
10. Character lesson and closing reflection.

7. Tools and Equipment Needed
The department should use tools according to availability, safety and training level.
Front Desk and Reception Materials
1. Reception desk or practice table.
2. Guest register.
3. Booking form.
4. Enquiry form.
5. Message pad.
6. Telephone or practice phone.
7. Pen and notebook.
8. Name tags.
9. Key control board for awareness.
10. Notice board.
11. Computer where available.
12. Printer where available.
13. Filing folder.
14. Customer feedback form.
15. Daily duty report template.
Housekeeping Tools and Materials
1. Brooms.
2. Mops.
3. Buckets.
4. Cleaning cloths.
5. Dustpan.
6. Brushes.
7. Gloves.
8. Disinfectant.
9. Detergent.
10. Air freshener where appropriate.
11. Bed sheets.
12. Pillowcases.
13. Blankets.
14. Towels.
15. Laundry basket.
16. Waste bin.
17. Room checklist.
18. Bathroom cleaning materials.
19. Warning signs for wet floors.
20. Storage cupboard.
Food and Beverage Service Materials
1. Plates.
2. Cups.
3. Glasses.
4. Cutlery.
5. Serving trays.
6. Napkins.
7. Tablecloths.
8. Water jugs.
9. Food covers.
10. Serving spoons.
11. Menu samples.
12. Handwashing materials.
13. Waste bin.
14. Aprons.
15. Food service checklist.
Event Support Materials
1. Chairs.
2. Tables.
3. Registration sheets.
4. Name tags.
5. Direction signs.
6. Public address support awareness.
7. Table numbers where available.
8. Refreshment station materials.
9. Attendance register.
10. Event checklist.
11. Cleaning supplies.
12. Feedback forms.
Personal Protective and Hygiene Materials
1. Gloves.
2. Aprons.
3. Nose masks where needed.
4. Hair covering where needed.
5. Handwashing soap.
6. Sanitiser where available.
7. Closed shoes.
8. Uniform or neat clothing.
Record and Learning Materials
1. Attendance sheet.
2. Practical assessment forms.
3. Hospitality portfolio folder.
4. Guest service checklist.
5. Cleaning checklist.
6. Inventory sheet.
7. Maintenance report form.
8. Lost and found register.
9. Event report template.
10. Attachment logbook.

8. Safety Rules
Hospitality work includes physical, hygiene, food safety, guest safety, property and ethical risks. Trainees must learn to protect guests, themselves, the organisation and the reputation of the Academy.
General Hospitality Safety Rules
1. Do not enter guest rooms without permission.
2. Do not touch guest property unnecessarily.
3. Do not keep lost property privately.
4. Do not disclose guest information.
5. Do not argue with guests.
6. Do not serve food with dirty hands.
7. Do not use cleaning chemicals without instruction.
8. Do not mix chemicals carelessly.
9. Do not leave wet floors without warning signs.
10. Do not block walkways.
11. Do not carry hot food carelessly.
12. Do not run while serving.
13. Do not lift heavy items alone when help is needed.
14. Do not ignore broken furniture or electrical faults.
15. Do not leave sharp objects carelessly.
16. Do not eat from guest food.
17. Do not gossip about guests.
18. Report accidents immediately.
19. Report lost items immediately.
20. Obey trainer and supervisor instructions at all times.
Housekeeping Safety Rules
1. Wear gloves when cleaning toilets and bathrooms.
2. Wash hands after cleaning.
3. Keep cleaning chemicals labelled.
4. Store chemicals safely.
5. Keep cleaning tools clean.
6. Report broken glass immediately.
7. Use wet floor warning signs.
8. Do not climb unsafe furniture.
9. Do not overload laundry baskets.
10. Report damaged room items.
Food Service Safety Rules
1. Wash hands before food service.
2. Keep food covered.
3. Do not serve food that looks or smells unsafe.
4. Do not touch ready-to-eat food with bare hands.
5. Use clean plates and cutlery.
6. Do not cough over food.
7. Keep hot food and drinks away from children’s reach.
8. Carry trays carefully.
9. Report food spills immediately.
10. Respect dietary instructions.
Guest Safety and Confidentiality Rules
1. Protect guest privacy.
2. Do not announce guest room numbers carelessly.
3. Do not share guest records.
4. Do not open rooms for unknown persons.
5. Report suspicious behaviour.
6. Protect children, elderly guests and vulnerable guests.
7. Escalate complaints to supervisors.
8. Keep emergency exits clear.
9. Report fire hazards.
10. Keep guest areas clean and safe.
Safety Scripture
Proverbs 22:3
“A prudent man foreseeth the evil, and hideth himself: but the simple pass on, and are punished.”
Safety Character Lesson
Safety is wisdom. A disciplined hospitality trainee protects guests, property, health, records and the reputation of the Academy.

9. Workshop and Service Demonstrations
The trainer should demonstrate before trainees practise. Demonstrations must be clear, simple and supervised.
Key Demonstrations
1. How to greet a guest.
2. How to answer a phone call.
3. How to take a message.
4. How to record a booking.
5. How to handle a complaint.
6. How to prepare a reception desk.
7. How to clean a room.
8. How to make a bed neatly.
9. How to clean a bathroom safely.
10. How to fold towels and linen.
11. How to record lost property.
12. How to set a table.
13. How to carry a tray.
14. How to serve water or food politely.
15. How to clear a table.
16. How to set up an event room.
17. How to register event guests.
18. How to inspect a facility.
19. How to prepare a maintenance report.
20. How to complete an attachment logbook.
Demonstration Method
Each demonstration should follow this format:
1. Explain the purpose of the task.
2. Show the tools, documents or area involved.
3. State the service and safety rule.
4. Demonstrate slowly.
5. Explain each step.
6. Allow trainees to ask questions.
7. Let trainees practise under supervision.
8. Correct mistakes immediately.
9. Check courtesy, neatness and quality.
10. Record lessons in the department logbook.
Demonstration Scripture
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Demonstration Character Lesson
Trainees should not only copy actions. They must understand why each service step matters.

10. Practical Assignments
Practical assignments should test real competence, courtesy, cleanliness and service discipline.
Individual Assignments
1. Define twenty hospitality terms.
2. Prepare a personal grooming checklist.
3. Write a guest welcome script.
4. Complete a guest enquiry form.
5. Complete a booking record.
6. Prepare a complaint handling report.
7. Prepare a room cleaning checklist.
8. Prepare a bathroom hygiene checklist.
9. Fold linen and arrange it neatly.
10. Complete a lost and found record.
11. Prepare a table setting diagram.
12. Prepare an event support checklist.
13. Prepare a maintenance report.
14. Write one page on why honesty matters in hospitality.
15. Prepare a personal attachment learning goal sheet.
Group Assignments
1. Set up a reception desk.
2. Role-play guest check-in awareness.
3. Clean and arrange a sample room.
4. Set up a dining table.
5. Practise food and beverage service.
6. Set up a small event room.
7. Prepare a guest feedback form.
8. Conduct a facility inspection.
9. Carry out a departmental mini-project.
10. Present a hospitality enterprise idea.
Final Departmental Project Options
Each trainee or group may complete one of the following:
1. Guest reception project.
2. Room preparation project.
3. Housekeeping standards project.
4. Food service project.
5. Table setting project.
6. Event support project.
7. Guest feedback and service improvement project.
8. Facility inspection and maintenance reporting project.
9. Hospitality ethics and confidentiality project.
10. Hospitality enterprise plan.

11. Assessment Methods
Assessment should cover knowledge, personal presentation, guest service, practical hospitality skills, records, safety, character and enterprise understanding.
A. Attendance and Punctuality
Assess:
1. Daily attendance.
2. Arrival time.
3. Participation in practical sessions.
4. Completion of assigned duties.
B. Personal Presentation Assessment
Assess:
1. Clean clothing.
2. Neat appearance.
3. Good hygiene.
4. Professional posture.
5. Proper speech.
6. Respectful attitude.
7. Readiness for service.
C. Guest Service Assessment
Assess ability to:
1. Greet guests politely.
2. Listen carefully.
3. Answer enquiries clearly.
4. Handle complaints calmly.
5. Take messages accurately.
6. Give directions respectfully.
7. Show patience.
8. Protect guest privacy.
9. Maintain courtesy under pressure.
10. Escalate problems properly.
D. Practical Hospitality Assessment
Assess ability to:
1. Prepare reception area.
2. Complete simple booking records.
3. Clean rooms properly.
4. Make beds neatly.
5. Clean bathrooms safely.
6. Fold linen.
7. Set tables.
8. Serve food and drink politely.
9. Arrange event rooms.
10. Complete facility inspections.
E. Records and Documentation Assessment
Assess:
1. Guest register.
2. Booking form.
3. Enquiry form.
4. Message record.
5. Cleaning checklist.
6. Lost and found register.
7. Inventory record.
8. Maintenance report.
9. Event attendance record.
10. Attachment logbook.
F. Safety, Hygiene and Confidentiality Assessment
Assess:
1. Handwashing.
2. Cleaning chemical safety.
3. Food hygiene.
4. Guest privacy.
5. Lost property honesty.
6. Facility safety reporting.
7. Wet floor awareness.
8. Emergency reporting.
9. Confidentiality.
10. Respect for supervisor instructions.
G. Enterprise Assessment
Assess ability to:
1. Identify hospitality opportunities.
2. Prepare a simple service description.
3. Identify customers.
4. Estimate basic costs.
5. Explain quality and hygiene.
6. Prepare a simple enterprise plan.
H. Character Assessment
Assess:
1. Courtesy.
2. Humility.
3. Punctuality.
4. Cleanliness.
5. Patience.
6. Honesty.
7. Diligence.
8. Respect.
9. Teamwork.
10. Teachability.
11. Confidentiality.
12. Responsibility.
I. Suggested Assessment Weighting
1. Attendance and punctuality: 10%.
2. Personal presentation and service attitude: 15%.
3. Guest service and communication: 20%.
4. Practical hospitality skills: 25%.
5. Records, hygiene and confidentiality: 15%.
6. Enterprise planning: 5%.
7. Character and teamwork: 10%.
Assessment Scripture
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Assessment Character Lesson
Assessment is not punishment. It helps trainees know whether they are courteous, clean, disciplined and ready for greater responsibility.

12. Character Lessons Linked to the Department
Hospitality Management is a strong department for character formation. It teaches humility, honour, patience, cleanliness, kindness, discretion, excellence and service.

A. Honour to Guests
Guests must be received with respect.
Scripture
Hebrews 13:2
“Be not forgetful to entertain strangers: for thereby some have entertained angels unawares.”
Character Lesson
Hospitality workers must treat guests with honour because every guest matters.

B. Willing Service
Hospitality should not be done with complaint.
Scripture
1 Peter 4:9
“Use hospitality one to another without grudging.”
Character Lesson
A good hospitality worker serves willingly, not grudgingly.

C. Excellence
Service should be done heartily.
Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Character Lesson
Trainees should serve as unto the Lord, even in hidden tasks.

D. Compassion
Hospitality meets real human needs.
Scripture
Matthew 25:35
“For I was an hungred, and ye gave me meat: I was thirsty, and ye gave me drink: I was a stranger, and ye took me in.”
Character Lesson
Serving food, drink, shelter and comfort reflects compassion.

E. Diligence
Excellent service opens doors.
Scripture
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Character Lesson
A diligent hospitality trainee can serve in excellent places.

F. Graceful Speech
Words must be kind and respectful.
Scripture
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Character Lesson
Hospitality workers must speak with grace, even under pressure.

G. Listening
Complaints require patience.
Scripture
James 1:19
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Character Lesson
Good service begins with listening.

H. Orderliness
Hospitality areas must be orderly.
Scripture
1 Corinthians 14:40
“Let all things be done decently and in order.”
Character Lesson
Order creates peace, safety and beauty.

I. Faithfulness in Small Things
Small hospitality tasks matter.
Scripture
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Character Lesson
Folding linen, cleaning rooms and recording bookings are small duties that reveal character.

J. Teachability
Feedback helps service improve.
Scripture
Proverbs 19:20
“Hear counsel, and receive instruction, that thou mayest be wise in thy latter end.”
Character Lesson
A wise hospitality worker accepts correction and improves.

13. Entrepreneurship Opportunities in Hospitality Management
Trainees should be taught that hospitality skills can create employment and enterprise opportunities. Hospitality enterprise requires cleanliness, courtesy, reliability, honesty and consistent quality.
Possible Enterprise Opportunities
1. Guest house support service.
2. Event ushering service.
3. Reception support service.
4. Housekeeping service.
5. Cleaning service.
6. Room preparation service.
7. Laundry support service.
8. Table setting service.
9. Food and beverage service support.
10. Conference support service.
11. Event registration service.
12. Hospitality staffing support.
13. Customer care training support.
14. Facility inspection support.
15. Maintenance reporting support.
16. Lost and found management support.
17. Linen management support.
18. Small refreshment service.
19. Hospitality supplies support.
20. Guest feedback collection service.
21. Church event hospitality team support.
22. Retreat centre support service.
23. School hospitality support.
24. Hospital visitor support awareness.
25. Youth hospitality cooperative.
Simple Hospitality Enterprise Plan Format
Each trainee should be able to prepare a simple plan with the following:
1. Business name.
2. Hospitality service offered.
3. Problem being solved.
4. Target customers.
5. Tools and materials needed.
6. Uniform or appearance standard.
7. Start-up cost.
8. Pricing method.
9. Hygiene plan.
10. Customer service plan.
11. Confidentiality plan.
12. Marketing method.
13. Record keeping method.
14. Ethical commitment.
15. Mentor or professional support.
Hospitality Business Ethics
Trainees must not:
1. Steal guest property.
2. Hide lost items.
3. Disclose guest information.
4. Lie to guests.
5. Overcharge dishonestly.
6. Serve unsafe food.
7. Ignore hygiene rules.
8. Gossip about guests.
9. Use rude language.
10. Damage property and deny it.
11. Falsify booking records.
12. Misuse customer money.
13. Promise services they cannot deliver.
14. Ignore complaints.
15. Refuse to correct known mistakes.
Entrepreneurship Scripture
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Entrepreneurship Character Lesson
The ability to create wealth comes from God. Hospitality enterprise must be built on honesty, cleanliness, excellence, humility and faithful service.

14. Industrial Attachment Preparation
Before industrial attachment, Hospitality Management trainees should be prepared for placement in hotels, guest houses, restaurants, event centres, conference centres, retreat centres, ministries, schools, hospitals, offices, tourism centres or supervised hospitality businesses.
Attachment Readiness Areas
Trainees should know how to:
1. Report to the host organisation.
2. Introduce themselves respectfully.
3. Obey workplace rules.
4. Dress neatly and appropriately.
5. Follow hygiene instructions.
6. Respect guest privacy.
7. Keep daily attachment logs.
8. Submit weekly reports.
9. Respect supervisors and colleagues.
10. Ask questions politely.
11. Observe before acting.
12. Handle guest property honestly.
13. Report complaints properly.
14. Keep records accurately.
15. Avoid gossip and rude speech.
16. Maintain spiritual and moral discipline.
Attachment Learning Goals
Each trainee should prepare goals such as:
1. Learn front desk service.
2. Improve customer care.
3. Practise reception records.
4. Learn housekeeping routines.
5. Practise room preparation.
6. Observe food and beverage service.
7. Learn event support.
8. Learn facility care.
9. Improve communication with supervisors.
10. Prepare for future hospitality employment or enterprise.
Daily Attachment Log Format
1. Day number.
2. Host organisation.
3. Department or unit.
4. Task observed.
5. Task performed under supervision.
6. Tools or materials used.
7. Guest service lesson.
8. Hygiene lesson.
9. Confidentiality lesson.
10. Challenge faced.
11. Question asked.
12. Supervisor comment.
Attachment Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Attachment Character Lesson
During attachment, trainees must serve faithfully, even when Academy trainers are not watching.

15. Expected Competence by Graduation
By graduation, a Hospitality Management trainee should not be expected to function as a senior hotel manager. However, the trainee should have strong foundational awareness, good service attitude, practical support skills and readiness for further supervised learning.
A. Practical Competence
The trainee should be able to:
1. Explain the meaning of hospitality.
2. Greet guests politely.
3. Speak respectfully.
4. Answer simple enquiries.
5. Take messages accurately.
6. Complete basic guest records.
7. Handle complaints calmly under supervision.
8. Prepare a reception area.
9. Clean rooms properly.
10. Make beds neatly.
11. Clean bathrooms safely.
12. Fold linen.
13. Set tables neatly.
14. Serve food and drink politely.
15. Clear tables properly.
16. Support event setup.
17. Complete facility inspection.
18. Prepare maintenance reports.
19. Protect guest privacy.
20. Follow hygiene and safety rules.
B. Business Competence
The trainee should be able to:
1. Identify hospitality enterprise opportunities.
2. Prepare a simple service description.
3. Identify potential customers.
4. Estimate basic costs.
5. Understand hygiene and service quality.
6. Explain customer trust.
7. Keep simple income and expense records.
8. Prepare a hospitality enterprise plan.
9. Work in a hospitality cooperative.
10. Start small under guidance.
C. Character Competence
The trainee should demonstrate:
1. Courtesy.
2. Humility.
3. Cleanliness.
4. Patience.
5. Honesty.
6. Diligence.
7. Punctuality.
8. Confidentiality.
9. Respect.
10. Teamwork.
11. Teachability.
12. Responsibility.
D. Workplace Competence
The trainee should be able to:
1. Follow supervisor instructions.
2. Work under supervision.
3. Keep daily logs.
4. Submit weekly reports.
5. Communicate respectfully.
6. Report problems early.
7. Accept correction.
8. Work with service teams.
9. Protect workplace and guest property.
10. Represent the Academy with honour.
Graduation Scripture
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Graduation Character Lesson
By graduation, trainees should be workers who are not ashamed because they have learnt with diligence, practised with discipline and served with integrity.

16. Departmental Trainer’s Checklist
The trainer should ensure that every trainee has completed the following before graduation:
1. Hospitality orientation.
2. Service mindset training.
3. Personal grooming practice.
4. Courtesy and communication practice.
5. Customer service role-play.
6. Reception practice.
7. Telephone etiquette practice.
8. Complaint handling practice.
9. Housekeeping practice.
10. Bed-making awareness.
11. Bathroom hygiene practice.
12. Linen folding practice.
13. Lost and found record exercise.
14. Food hygiene awareness.
15. Table setting practice.
16. Tray carrying practice.
17. Food and beverage service awareness.
18. Event setup practice.
19. Registration practice.
20. Facility inspection exercise.
21. Maintenance report exercise.
22. Guest feedback exercise.
23. Hospitality records exercise.
24. Costing and stock control exercise.
25. Hospitality enterprise idea note.
26. Departmental mini-project.
27. Final practical demonstration.
28. Attachment readiness form.
29. Character assessment.

17. Departmental Closing Charge
Hospitality Management is a sacred and practical field. Through hospitality, strangers are welcomed, guests are comforted, families are served, events are supported, organisations are strengthened and communities experience care.
Hospitality is not weakness. It is disciplined service. It requires cleanliness, patience, courtesy, honesty, humility and excellence. A hospitality worker must serve without grumbling, speak with grace, listen with patience and protect the dignity of every guest.
The Academy is raising trainees who will not look down on service work. They must become men and women who can receive people well, serve with joy, protect guest property, keep clean environments and honour God through excellence.
Closing Scripture
Psalm 90:17
“And let the beauty of the LORD our God be upon us: and establish thou the work of our hands upon us; yea, the work of our hands establish thou it.”
Final Charge
Welcome guests with honour.
Serve without grumbling.
Speak with grace.
Listen with patience.
Clean with diligence.
Protect guest property.
Keep records honestly.
Respect confidentiality.
Work with humility.
Serve with excellence.
Let God establish the work of your hands.

