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FOREWORD 
The National Skills Standards Authority (NSSA), formed in 2007 under the Ministry of Labour, 

Employment and Social Security (Now Ministry of Labour, Immigration and Population) has 

been facilitating the development of Occupational Competency Standards for the 

assessment and qualification of the Myanmar workforce. 

The NSSA initially formed 15 Sectorial Committees comprising of representatives from 

relevant line ministries and the private sector to, among others, develop the Occupational 

Competency Standards which would be the basis of assessment and awarding of certificates 

to workers. Thus far, the 15 Sectorial Committees have developed 176 Occupational 

Competency Standards at four levels for each occupation, of which 102 Occupational 

Competency Standards were approved in principle by the Cabinet. 

In 2004, the NSSA with the assistance of GIZ and Swisscontact has started implementation of 

the “Fast Track Skills Assessment and Certification Pilot Project” with the aim of certifying 

existing skilled workers at National Certificate (NC) Level 1. For the pilot project, Expert 

Groups were formed to review the NSSA Occupational Competency Standards for 25 priority 

occupations. 

The National Occupational Competency Standard for Bakery and Pastry Worker NC Level 1-2 

will be the outcome of such review. The review will be undertaken by professionals and 

experts nominated by the Hotel and Tourism Sectorial Committee. Skills assessment events 

will be undertaken and certificates will be awarded to qualified candidates. 

The Bakery and Pastry Worker National Competency Level-2 Standard (Version No.1) 

contains seventeen (17) competency units, comprising of six (6) units under Technical 

Competency, four (4) units under Industry Competency and seven (7) units under Basic 

Competency. 

Assisted by IECD consultants, the Expert Group who reviewed the standard was composed of 

the following: 

1. Daw Khaing Khaing 

Myanmar Restaurant Association (MRA)  

2. Daw Kay Thi Naing 

Myanmar Hotelier Association (MHA) 

3. Daw Nyo Nyo Lwin,  

Myanmar Hotelier Association (MHA) 

4. Daw Ni Ni Aye Nyo,  

Centre for Vocational Training (CVT) Myanmar  

5. U Zaw Wate,  

Myanmar Chef Development Centre (MCDC)  
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6. U Than Zaw Oo 

Myanmar Hospitality Professionals Association (MHPA) 

7. U Saw Myint Htoo  

Myanmar Hospitality Professionals Association (MHPA) 

8. U Min Yan Aung 

Myanmar Hospitality Professionals Association (MHPA) 

9. U Yee Htun 

Myanmar Tourism Human Resources Development Association (MTHRDA)  

10. Ms. Claire Robaye, Consultant, European Institute of Cooperation and Development  

11. Daw Nang Shen Noon, Consultant, European Institute of Cooperation and 
Development  

12. U Aung Minn Thein, Consultant, European Institute of Cooperation and Development  

13. Mr. Simon Martin, Consultant, European Institute of Cooperation and Development  

14. U Tay Zar Oke Kyaw, Principal (Deputy Director) 

15. Myanmar Institute of Tourism and Hospitality, Ministry of Hotels and Tourism 

16. U Soe Min, Myanmar Institute of Tourism and Hospitality, Ministry of Hotels and 
Tourism 

17. Daw Nyunt Nyunt Win, Myanmar Institute of Tourism and Hospitality,  

Ministry of Hotels and Tourism 

18. Daw San San Wai, Myanmar Institute of Tourism and Hospitality,  

Ministry of Hotels and Tourism 

19. U Lwin Ko Oo, Trainers, Myanmar Institute of Tourism and Hospitality 

Ministry of Hotels and Tourism 

20. U Aung Aung Lwin, Myanmar Institute of Tourism and Hospitality,  

Ministry of Hotels and Tourism 

The NSSA and the Hotel and Tourism Occupational Sectorial Committee, hereby release the said 

Occupational Competency Standard of Bakery and Pastry Worker for adoption by the Hotel and 

Tourism Industry. 

 

 

  
Chairperson 

National Skills Standards Authority 
Chairperson 

Hotel and Tourism Sectorial 
Committee 
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GLOSSARY 

Competency 

Elements 

Refers to the basic fundamental parts of the standard. It 

describes the functions that a person, who works in a particular 

area of work, must be able to master. It must be written in action 

verbs and described as outcomes which are demonstrable and 

assessable. 

Competency Level Refers to the skills, knowledge and attitudes desired for Level 2 

workers (bakery and pastry staff). 

Competency Unit Refers to a competency which should be applied in a work 

situation, can logically stand alone and includes a title, expressed 

in action verbs. 

Competency Unit 

Code 

Refers to five components: 1) abbreviation of sector name, 2) 

abbreviation of occupation name, 3) occupational level, 4) total 

number of units, and 5) version number of the standard. 

Description Brief profile of the occupation indicating the purpose and intent 

for clear and accurate description of the standard. 

Evidence Guide Supports the assessment to determine if an individual holds the 

competencies (specific skills and knowledge) described in the 

standard. It relates to the knowledge and activities that should be 

demonstrated and observed to reliably attest to a person being 

able to apply a competency in a realistic workplace. 

Industry Also refers to as Sector. Currently NSSA has 15 Sectorial 

Committees from which this section is derived, e.g. Hotel and 

Tourism Sector. 

Occupation Title Mostly derived from the list of occupations found in the 

Myanmar Standard Classification of Occupations from the 

Department of Labour. 

Occupational 

Competency 

Standard 

The set of competencies required for effective performance in an 

occupation in line with the employers and industry requirements 

across the country. 

Performance Criteria Statements which specify what is to be assessed and the required 

level of performance. Performance criteria also indicate the 

sequence of major tasks. Each element has a number of 

performance criteria describing in detail the skills a worker 

applies when undertaking the work defined in the unit. They set 

out fully what is done, how well the work should be performed 

and allow for a measurable outcome. Written in passive voice. 

Range Relates to the unit of competency as a whole and sets the 
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parameters for the application of the competency and captures 

the, for example, types of work, resources, services, etc. that 

could apply when the competency is being used. 

Range and context Relates to the Standard as a whole and performs a number of 

functions, including: 

- Contextualising the Competency Unit 

- Providing a linkage to knowledge and work requirements 

- Providing a focus and boundary for required performance 

- Providing assistance in the update of Competency 

Standard units 

Underpinning 

knowledge 

Refers to a basic understanding of how the work is done, which is 

a very vital part in evaluating the performance of workers. 

Underpinning skills Refers to the essential abilities needed to perform effectively, 

which is a very vital part in evaluating the performance of 

workers. 

Unit Descriptor Elaborates the information provided by the Competency Unit by 

indicating the purpose and intent to ensure the clear and 

accurate description of such. 

Variable Refers to technical terms or processes identified in the 

Performance Criteria. 
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Occupation:  Bakery and Pastry staff MSCO-Occupational Code: 

Description: Prepare, bake and display bakery and pastry goods to customers and guests as 
specified 

Level Descriptor  

Certificate Level  Job Level Skill, knowledge and attitude 

National Certificate 
(NC)-2 

Skilled worker  Demonstrate basic operational 
knowledge in a moderate range of area 

 Perform practical skills in a range of 
varied tasks 

 Demonstrate a prescribed range of 
functions involving known routines and 
procedures 

 Perform tasks that involve some 
complex or non-routine activities 
autonomously or in collaboration with 
others as part of a group of team 

 Receive and pass on information 
related to the work 

 Access and record information related 
to the work 

 Take some responsibility for the quality 
of outputs 

 

BAKERY AND PASTRY Staff 

Competency Units for NC level-2 Bakery and Pastry staff in hotel and restaurant industry 

Unit Code No. TECHNICAL COMPETENCY 

HT-BPS-201T1 Prepare and bake breads 

HT-BPS-202T1 Prepare and bake viennoiseries and brioches 

HT-BPS-203T1 Prepare the basics of pastry 

HT-BPS-204T1 Prepare and finish hot, cold and frozen pastry goods 

HT-BPS-205T1 Prepare and display sugar work 

HT-BPS-206T1 Prepare chocolate-based products 

Unit Code No. INDUSTRY COMPETENCY 

HT-BPS-207I1 Receive and store in-coming goods (food or non-food) 

HT-BPS-208I1 Store in-process and finished food in a safe and hygienic manner 

HT-BPS-209I1 Implement and apply sustainability procedures in the workplace 

HT-BPS-210I1 Communicate product features to sales force 

Unit Code No. BASIC COMPETENCY 

HT-BPS-211B1 Work in a socially diverse environment 

HT-BPS-212B1 Read and interpret basic instructions, directions and/or diagrams 

HT-BPS-213B1 Write a short message in English 

HT-BPS-214B1 Deliver a short oral presentation in English 

HT-BPS-215B1 Read general information texts or media 

HT-BPS-216B1 Perform basic first aid assistance 

HT-BPS-217B1 Perform child protection duties relevant to the tourism industry 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-201T1 

Competency Unit  : PREPARE AND BAKE BREADS 

Unit Descriptor                        : This unit deals with skills and knowledge required by 

bakery and pastry workers to prepare, produce, display 

and store a range of high quality breads in commercial 

food production environment. 

Competency Level  : Level 2 

Version No.   : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-201T1 

Competency Unit Title  : PREPARE AND BAKE BREADS 

Competency Elements 
 
This competency unit consists in the following elements: 
 
Element 1: Prepare a variety of bread products 
Element 2: Bake a variety of bread products 
Element 3: Decorate and display bread products 
 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Prepare a variety of bread 

products 

1.1 Ingredients for mise-en-place tasks are organized and 

prepared. 

1.2 Bread products are prepared to desired product  

characteristics. 

1.3     Bread doughs are produced according to standard 

recipes and enterprise standards. 

1.4   Bread products are produced according to standard 

recipes and enterprise standards. 

1.5   Appropriate equipment is used to prepare and bake 

bread products. 

1.6    Correct techniques are used to produce bread products 

to enterprise standards. 

1.7      A variety of fillings for bread products is mastered. 

1.8      Bread products are correctly shaped and moulded. 

2. Bake a variety of bread 

products 

2.1   Bread products are baked to enterprise requirements 

and standards. 

2.2.   Correct oven conditions are selected for baking bread 

products. 

3. Decorate and display 

bread products 

3.1    Dead dough is prepared and shaped into a variety of 

decoration elements. 

3.2    Bread products are decorated using coating/icing and 

decorations according to standard recipes and/or 

enterprise standards and/or customer requests. 

3.3    Bread products are presented/displayed to enterprise 

standards using appropriate service equipment. 

 

  

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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RANGE AND CONTEXT 

Variable Range 

Ingredients 

May include: 

- Flours 

- Yeast, Bread improvers 

- Drinkable water 

- Malt products 

- Various grains, Seeds 

- Bran 

- Salt 

- Fats / Margarine 

- Milk, Cream 

- Sugars 

- Fruits, Nuts 

- Eggs 

- Flavourings and essences 

Mise-en-place tasks 

May include: 

- Preparing, cleaning, washing and sanitizing of raw 

materials 

- Opening of containers, such as jars, tins, cartons, packages 

and removal of items ready for use 

- Trimming, peeling, juicing, cutting, slicing, filleting, boning, 

mincing, shredding, chopping, 

- Dicing, crushing and skinning 

- Weighing and portioning of ingredients 

- Matching type and quality of ingredient selected to 

intended use of the item 

- Ensuring the safety of all foodstuffs selected 

- Ensuring quantity of ingredients assembled matches 

identified/expected trading demand 

- Protecting the integrity and food safety of items selected 

until mise-en-place tasks commence 

- Safely transporting, and storing, foods to the mise-en-place 

area 

- Completing necessary internal documentation to reflect 

stock use 

Bread products 

Include: 

- Standard breads, including (soft) white, whole meal, whole 

grain and rye breads, French loaf, farmhouse bread, etc. 

- Traditional (crispy) French breads, including baguette, 

fougasse, flute and ficelle, etc. 

- Traditional German breads, including sourdough bread, 
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pumpernickel bread, pretzel, etc. 

- Specific bread goods for cultural feasts and celebrations 

- Fancy breads, including onion breads, sausage breads, red 

bean bread, etc. 

- In-process goods, including poolish, sourdough, etc. 

Product characteristics 

Refer to: 

- Colour, appearance 

- Consistency and texture (softness, crispness) 

- Moisture content 

- Mouth feel and eating properties 

- Flavour and smell 

Equipment 

Should include: 

- Mixing machines (fork mixer, spiral mixer) 

- Divider 

- Moulder 

- Proofer cabinet 

- Oven 

- Small material: silicon spoons, moulds, cutters 

- Trays and racks 

Techniques 

Should include: 

- Weighing 

- Adapting temperature of the room, water and flour to get 

the right balance 

- Blending 

- Kneading: intensified kneading, low speed kneading, 

autolysis 

- Pre-proving: slow proofing, delayed fermentation, 

controlled proofing 

- Baking 

- Dough braiding 

- Incorporating fat 

- Moulding 

- Rolling 

Fillings 

May include: 

- Vegetable, onion, garlic 

- Meat, ham, sausage, bacon 

- Fish, seafood 

- Olive, tapenade 

- Cheese, butter, butter cream 

- Chocolate 

- Pandan 

- Red bean paste 

- Dried fruits, fruits 
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- Mousse, Custard 

- Jam, jelly 

Shape and mould 

May include: 

- Braids 

- Cob and boule 

- Cottage 

- Ring 

- Split Pan 

Enterprise requirements and 

standards 

May include: 

- Scale to correct weight 

- Colour 

- Consistency, Texture, Mouth feel 

- Moisture 

- Appearance 

- Saleability 

Correct oven conditions 

Refer to: 

- Oven settings, heat and humidity 

- Temperature  

- Rack position  

- Cooking times 

Dead dough 
Refer to: 

Dough used to prepare for decorative bread sculptures 

Coating/icing 

May include: 

- Glazes, Icings 

- Icing sugar or chocolate powder 

- Fruit sauces 

Service equipment 

May include: 

- Ceramics, Glass 

- Trays 

- Croquant stands, Display cabinets 

- Disposable cutlery 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Historical, cultural and economic 

aspects of bread products and their 

role on the menu and in the industry  

 Varieties and quality characteristics 

of bread products classifications, 

including classical and modern, size, 

shape, structure and assembly, 

according to industry and enterprise 

standards 

 Appropriate quality indicators, such 

as taste, texture, structure, shape 

and size to industry and/or 

enterprise standards 

 Principles of the production of bread 

products 

 Commodities, including 

quality/organoleptic aspects 

 Knowledge of specific terminology 

related to bread products 

 Handle products in a safe and hygienic 

manner 

 Maintain hygiene and food safety 

requirements 

 Prepare a variety of bread products 

from at least three different recipes 

and cultural backgrounds 

 Demonstrate creative and artistic skills 

in preparation, decoration and display 

of bread products 

 Store a range of bread products to 

industry and enterprises standards 

 Demonstrate appropriate portion and 

food wastage control 

Evidence may be collected through assessment methods such as: 

 Observation of the candidate's practical performance,  

 Sampling of dishes prepared by the student 

 Oral and written questions 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-202T1 

Competency Unit  : PREPARE AND BAKE VIENNOISERIES AND BRIOCHES 

Unit Descriptor                         : This unit deals with skills and knowledge required by 

bakery and pastry workers to prepare, produce, display 

and store a range of high quality viennoiseries in 

commercial food production environment. 

Competency Level  : Level 2 

Version No.   : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-202T1 

Competency Unit Title: PREPARE AND BAKE VIENNOISERIES AND BRIOCHES 

Competency Elements 

 

This competency unit consists in the following elements: 

 

Element 1: Prepare a variety of viennoiserie products 

Element 2: Bake a variety of viennoiserie products 

Element 3: Decorate and display viennoiserie products 

 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Prepare a variety of 

viennoiserie products 

1.1  Ingredients for mise-en-place tasks are organized and 

prepared. 

1.2  Viennoiserie products are prepared to desired product 

characteristics. 

1.3  Viennoiserie doughs are produced according to standard 

recipes and enterprise standards. 

1.4  Viennoiserie products are produced according to standard 

recipes and enterprise standards 

1.5  Appropriate equipment is used to prepare and bake 

viennoiserie products. 

1.6  Correct techniques are used to produce viennoiserie 

products to enterprise standards. 

1.7   Pastry cream and a variety of fillings for viennoiserie 

products are mastered. 

1.8   Viennoiserie products are correctly shaped and moulded. 

2. Bake a variety of 

viennoiserie products 

2.1   Viennoiserie products are baked to enterprise 

requirements and standards. 

2.2  Correct oven conditions are selected for baking viennoiserie 

products. 

3. Decorate and display 

viennoiserie products 

3.1  Viennoiserie products are decorated using coating/icing 

and decorations according to standard recipes and/or 

enterprise. standards and/or customer requests 

3.2  Viennoiserie products are presented/displayed to 

enterprise standards using appropriate service equipment. 

 

                                                           

* Bold and Italicized terms are elaborated in the Range and Context. 
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RANGE AND CONTEXT  

Variable Range 

Ingredients 

May include: 

- Flours 

- Yeast 

- Drinkable water 

- Bread improvers 

- Milk, Eggs, Cream 

- Salt 

- Fats 

- Sugars 

- Fruits, Nuts 

- Flavourings and essences 

Mise-en-place tasks 

May include: 

- Preparing, cleaning, washing and sanitizing of raw 

materials 

- Opening of containers, such as jars, tins, cartons, packages 

and removal of items ready for use 

- Trimming, peeling, juicing, cutting, slicing, filleting, boning, 

mincing, shredding, chopping, 

- Dicing, crushing and skinning 

- Weighing and portioning of ingredients 

- Matching type and quality of ingredient selected to 

intended use of the item 

- Ensuring the safety of all foodstuffs selected 

- Ensuring quantity of ingredients assembled matches 

identified/expected trading demand 

- Protecting the integrity and food safety of items selected 

until mise-en-place tasks commence 

- Safely transporting, and storing, foods to the mise-en-place 

area 

- Completing necessary internal documentation to reflect 

stock use 
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Viennoiserie products 

Include: 

- Croissant 

- Raisins Danish 

- Pain au chocolat 

- Cinnamon roll 

- Sweet turnover 

- Brioche 

- Milk bread 

- Baba and Savarin 

Product characteristics 

Refer to: 

- Colour, appearance 

- Consistency and texture (softness, crispness) 

- Moisture content 

- Mouth feel and eating properties 

- Flavour and smell 

Viennoiserie doughs 

Should include: 

- Puff dough 

- Leavened dough 

- Brioche dough 

- Brioche bread dough 

Equipment 

Should include: 

- Mixing machines (fork mixer, spiral mixer) 

- Proofer cabinet 

- Oven 

- Dough sheeter 

- Small material: silicon spoons, moulds, cutters, whisks 

- Trays and racks 

- Freezer 

- Chiller 

Techniques 

Should include: 

- Weighing 

- Adapting temperature of the room, water and flour to get 

the right balance 

- Blending 

- Kneading: intensified kneading, low speed kneading, 

autolysis 

- Pre-proving: slow proofing, delayed fermentation, 

controlled proofing 

- Proofing 

- Laminating  

- Glazing 

- Baking 

- Folding 
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- Whisking 

- Preparing butter block 

- Incorporating fat 

- Moulding 

- Rolling 

Fillings 

May include: 

- Pastry cream 

- Cream 

- Fruit / Nut fillings 

- Cheese fillings 

- Chocolate 

- Jams / Boiled apricot jam 

- Roasted fruits 

Shape and mould 

May include: 

- Braids 

- Brioche à tête 

- Croissant 

- Pinwheel shaping 

- Puff 

- Ring 

- Snail shaping 

- Turnover 

Enterprise requirements and 

standards 

May include: 

- Scale to correct weight 

- Colour 

- Consistency 

- Texture 

- Moisture 

- Mouth feel 

- Appearance 

- Saleability 

Correct oven conditions 

Refer to: 

- Oven settings, heat and humidity 

- Temperature  

- Rack position  

- Cooking times  

- Moisture  
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Coating/icing 

May include: 

- Glazes 

- Icings 

- Icing sugar or chocolate powder 

- Stock syrup 

- Fondant 

- Frostings 

- Gels 

- Nib sugar 

- Candied fruits / Fruit decors 

Service equipment 

May include: 

- Ceramics 

- Glass 

- Trays 

- Display cabinets 

- Disposable cutlery 

 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Varieties and quality characteristics 

of viennoiserie products 

classifications, including classical 

and modern, size, shape, structure 

and assembly, according to industry 

and enterprise standards 

 Appropriate quality indicators, such 

as taste, texture, structure, shape 

and size to industry and/or 

enterprise standards 

 Principles of the production of 

viennoiserie products 

 Commodities, including 

quality/organoleptic aspects 

 Knowledge of specific terminology 

related to viennoiserie products 

 Handle products in a safe and 

hygienic manner  

 Maintain hygiene and food safety 

requirements 

 Prepare a variety of viennoiserie 

products from at least four different 

recipes and cultural backgrounds 

 Demonstrate creative and artistic 

skills in preparation, decoration and 

display of viennoiserie products 

 Store a range of viennoiserie 

products to industry and enterprises 

standards 

 Demonstrate appropriate portion 

control and food wastage 

Evidence may be collected through assessment methods such as: 

 Observation of the candidate's practical performance,  

 Sampling of dishes prepared by the student 

 Oral and written questions 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-203T1 

Competency Unit  : PREPARE THE BASICS OF PASTRY 

Unit Descriptor                         : This unit deals with skills and knowledge required by 

cooks and pastry commis to prepare the basics of pastry 

in commercial food production environment. 

Competency Level  : Level 2 

Version No.   : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-203T1 

Competency Unit Title : PREPARE THE BASICS OF PASTRY 

Competency Elements 
 

This competency unit consists in the following elements: 
 

Element 1: Prepare a variety of pastry doughs 

Element 2: Prepare a variety of custards, sweet sauces and mousses 

Element 3: Prepare a variety of sponge and cake batters 

Element 4: Prepare a variety of icing, coating, glazes and decorations 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1.  Prepare a variety of 

pastry doughs 

1.1   A variety of pastry doughs is mastered. 

1.2 Ingredients for mise-en-place tasks are organized and 

prepared. 

1.3   Appropriate equipment is used to prepare pastry doughs. 

1.4   Correct techniques are used to prepare pastry doughs. 

2. Prepare a variety of 

custards, sweet sauces 

and mousses 

2.1 A variety of custards, sweet sauces and mousses is 

mastered. 

2.2 Ingredients for mise-en-place tasks are organized and 

prepared. 

2.3  Appropriate equipment is used to prepare custards, sweet 

sauces and mousses. 

2.4 Correct techniques are used to prepare custards, sweet 

sauces and mousses. 

3. Prepare a variety of 

sponge and cake batters 

3.1   A variety of sponge and cake batters is mastered. 

3.2 Ingredients for mise-en-place tasks are organized and 

prepared. 

3.3   Appropriate equipment is used to prepare batters. 

3.4   Correct techniques are used to prepare batters 

4.   Prepare a variety of icing, 

coating, glazes and 

decorations 

4.1 A variety of icing, coating, glazes and decorations is 

mastered. 

4.2 Ingredients for mise-en-place tasks are organized and 

prepared. 

4.3 Appropriate equipment is used to prepare icing, coating, 

glazes and decorations. 

4.4 Correct techniques are used to prepare icing, coating, glazes 

and decorations. 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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RANGE AND CONTEXT 

Variable Range 

Variety of pastry doughs 

May include: 

- Short pastry / Shortcrust pastry 

- Sweet shortcrust pastry / Rich pastry / Sanded paste 

- Sugar dough / Sweet dough 

- Flaky pastry 

- Puff pastry 

- Choux pastry / Cream puff pastry 

- Filo pastry 

- Hot water crust pastry 

- Crumble 

- Flavoured tart doughs (chocolate, vanilla, etc.) 

- Marzipan 

- Waffle Pastry 

Ingredients 

May include: 

- Flours 

- Sugars 

- Butter and margarine 

- Drinkable water 

- Milk and cottage cheese, Eggs 

- Fruits and nuts 

- Liquors, flavouring and essences 

- Oil 

Mise-en-place tasks 

May include: 

- Preparing, cleaning, washing and sanitizing of raw 

materials 

- Opening of containers, such as jars, tins, cartons, packages 

and removal of items ready for use 

- Trimming, peeling, juicing, cutting, slicing, filleting, boning, 

mincing, shredding, chopping, 

- Dicing, crushing and skinning 

- Weighing and portioning of ingredients 

- Matching type and quality of ingredient selected to 

intended use of the item 

- Ensuring the safety of all foodstuffs selected 

- Ensuring quantity of ingredients assembled matches 

identified/expected trading demand 

- Protecting the integrity and food safety of items selected 

until mise-en-place tasks commence 

- Safely transporting, and storing, foods to the mise-en-place 

area 
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- Completing necessary internal documentation to reflect stock use 

Appropriate equipment 

May include: 

- Oven 

- Refrigerated marble, marble or stainless-steel board 

- Dough sheeter 

- Trays, Racks 

- Bowls 

- Mixing machine, Blenders 

- Scales 

- Rings, tins and moulds 

- Fridge and freezer 

- Rolling pin 

- Piping bags and nozzles 

- Silicon spoons, Whisks, Cutters 

Correct techniques 

May include: 

- Beating 

- Whisking 

- Folding 

- Creaming 

- Kneading 

- Rolling out 

- Blind baking 

- Sugar boiling 

- Sugar blowing 

Variety of custards, sweet 

sauces and mousses 

May include: 

- Pastry cream and its variations, including frangipane, 

Chiboust cream or mousseline cream 

- Bavarian cream 

- Butter cream 

- Crème anglaise / Vanilla custard 

- Lemon curd 

- Egg custard 

- Whipped cream 

- Chocolate mouse 

- Fruit mousse 

- Chocolate sauce 

- Caramel sauce 

- Fruit coulis 

Variety of sponge and cake 

batters 

May include: 

- Genoese sponges 

- Doughnut batter 

- Pancake and crepe batter 

- Commercial sponge 
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- Swiss roll 

- Sponge fingers 

- Savarin batter 

- Basic aerated sponge 

- Madeira cake 

- Cheesecake batter 

- Chiffon cake batter 

- Joconde cake batter 

- Dacquoise batter 

- Macaron batter 

Icing, coating, glazes 

May include: 

- Jellies 

- Creams 

- Glazes, Icings 

- Icing sugar  

- Chocolate powder 

- Fruit sauces 

- Buttercream 

- Sugar paste 

Decorations 

May include: 

- Nuts and dried fruits 

- Flowers and leaves 

- Herbs 

- Croquant 

- Meringue  

- Marzipan-shaped decoration elements 

- Blown sugar shapes 

- Sugar leaves and flowers 

- Weave sugar 

- Fruits 

- Biscuits 

- Ribbons and bows 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Varieties and characteristics of 

pastry basics 

 Specific terminology related to 

pastry basics  

 Commodity and 

quality/organoleptic characteristics 

 

 Handle products in a safe and 

hygienic manner  

 Maintain hygiene and food safety 

requirements 

 Demonstrate appropriate portion 

control and food wastage 

 Prepare a variety of pastry doughs 

from at least three different recipes, 

including choux pastry 

 Prepare a variety of custards, sweet 

sauces and mousses from at least 

three different recipes 

 Prepare a variety of sponge and cake 

batters from at least two different 

recipes 

 Prepare a variety of icing, coating, 

glazes and decorations 

 Appropriately store in-process goods 

Evidence may be collected through assessment methods such as: 

 Observation of the candidate's practical performance 

 Oral and written questions 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-204T1 

Competency Unit                     : Prepare and finish hot, cold and frozen pastry goods 

Unit Descriptor                         : This unit deals with skills and knowledge required by 

cooks and pastry commis to prepare, produce, display 

and store a range of high quality pastry goods in 

commercial food production environments. 

Competency Level  : Level 2 

Version No.   : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-204T1 

Competency Unit Title: PREPARE AND FINISH HOT, COLD AND FROZEN PASTRY GOODS  

Competency Elements 

This competency unit consists in the following elements: 

Element 1: Prepare hot, cold and frozen pastry goods 

Element 2: Finish hot, cold and frozen pastry goods 

 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Prepare hot, cold and 

frozen pastry goods 

1.1 Ingredients for mise-en-place tasks are organized and 

prepared. 

1.2 Pastry goods are prepared to desired product 

characteristics. 

1.3  Hot pastry goods are produced according to standard 

recipes and enterprise standards. 

1.4 Cold pastry goods are prepared according to standard 

recipes and enterprise standards. 

1.5 Frozen pastry goods are prepared according to standard 

recipes and enterprise standards. 

1.6 Appropriate equipment is used to prepare hot, cold and 

frozen pastry goods. 

1.7 Correct techniques are used to produce hot, cold and 

frozen pastry goods to enterprise standards. 

2. Finish hot, cold and frozen 

pastry goods  

2.1 Pastry goods are baked according to enterprise 

requirements and standards. 

2.2 Correct cooking / oven conditions are selected for baking 

pastry goods. 

2.3 Correct techniques are used to assemble required 

commodities and/or preparations. 

2.4 Correct methodologies are used for cooling down 

preparations. 

 

 

 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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RANGE AND CONTEXT  

Variable Range 

Ingredients 

May include: 

- Flours 

- Sugars 

- Fruits, Nuts 

- Milk, Cream, Eggs 

- Drinkable water 

- Coffee, cacao, chocolate 

- Butter and margarine 

- Baking soda, Gelatine 

- Flavourings and essences 

Mise-en-place tasks 

May include: 

- Preparing, cleaning, washing and sanitizing of raw materials 

- Opening of containers, such as jars, tins, cartons, packages 

and removal of items ready for use 

- Trimming, peeling, juicing, cutting, slicing, filleting, boning, 

mincing, shredding, chopping, 

- Dicing, crushing and skinning 

- Weighing and portioning of ingredients 

- Matching type and quality of ingredient selected to 

intended use of the item 

- Ensuring the safety of all foodstuffs selected 

- Ensuring quantity of ingredients assembled matches 

identified/expected trading demand 

- Protecting the integrity and food safety of items selected 

until mise-en-place tasks commence 

- Safely transporting, and storing, foods to the mise-en-place 

area 

- Completing necessary internal documentation to reflect 

stock use 

Pastry goods 

May include: 

- Cakes and gateaux 

- Tarts 

- Entremets 

- Petit fours 

Product characteristics 

Is related to: 

- Colour, appearance 

- Consistency and texture (softness, crispness) 

- Moisture content 

- Mouth feel and eating properties 

- Flavour and smell 
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Hot pastry goods 

May include: 

- Soufflés 

- Puddings, Custards 

- Pies 

- Cakes and gateaux 

- Rice paste / Sticky rice 

- Crepes 

- Fritters 

- Crème brulée 

Cold pastry goods 

May include: 

- Cakes and gateaux 

- Tarts 

- Flans, Crème caramel 

- Soufflés 

- Bavarois, Mousses 

- Fruits salads 

- Charlottes 

- Yogurt  

Frozen pastry goods 

May include: 

- Ice creams 

- Sorbets, Gelati 

- Parfaits 

- Coupes 

- Bombes 

- Yogurt 

Equipment 

May include: 

- Oven 

- Refrigerated marble, marble or stainless-steel board 

- Dough sheeter 

- Trays, Racks 

- Bowls 

- Kneading / mixing machine 

- Scales 

- Rings, tins and moulds 

- Fridge and freezer 

- Ice-cream machine 

- Blenders 

- Rolling pin 

- Piping bags and nozzles 

- Silicon spoons 

- Whisks 

- Cutters 

Techniques May include: 
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- Beating 

- Whisking 

- Folding 

- Creaming 

- Kneading 

- Rolling out 

- Piping 

- Sugar boiling 

Enterprise requirements and 

standards 

May include: 

- Scale to correct weight 

- Colour 

- Consistency 

- Texture 

- Moisture 

- Mouth feel  

- Appearance 

- Sale ability 

Cooking / oven conditions 

May include: 

- Oven, freezer and/or chiller temperature 

- Size and shape of trays and moulds 

- Rack position 

- Cooking time 

- Moisture  
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Varieties and characteristics of hot, 

cold and frozen pastry goods 

classifications, including classical 

and modern, size, shape, structure 

and assembly according to industry 

and enterprise standards 

 Specific terminology related to hot, 

cold and frozen pastry goods 

 Commodity knowledge and 

appropriate quality/organoleptic 

indicators, including taste, texture, 

structure, shape and size to industry 

and/or enterprise standards 

 Principles of the production of 

pastry goods 

 Historical and cultural aspects of 

pastry goods and their role on the 

menu and in the industry 

 Overview of the relevant legislation 

in relation to food handling, food 

storage, chemical storage and 

general premises food safety 

 Maintain hygiene and food safety 

requirements 

 Handle products in a safe and hygienic 

manner  

 Prepare a variety of hot, cold and 

frozen pastry goods, including pastries, 

cakes and entremets, from at least six 

different recipes and cultural 

background 

 Demonstrate creative and artistic skills 

in preparation of hot, cold and frozen 

pastry goods 

 Store a range of hot, cold and frozen 

pastry goods to industry and 

enterprise standards 

 Demonstrate appropriate portion 

control and food wastage 

Evidence may be collected through assessment methods such as: 

 Observation of the candidate's practical performance 

 Oral and written questions 

 Sampling of dishes prepared by the student 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-205T1 

Competency Unit  : PREPARE AND DISPLAY SUGAR WORK 

Unit Descriptor                         : This unit deals with skills and knowledge required by 

cooks, chefs and pâtissiers to prepare, display and store 

sugar based display pieces in a commercial food 

production environment. 

Competency Level  : Level 2 

Version No.   : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-205T1 

Competency Unit Title: PREPARE AND DISPLAY SUGAR WORK 

Competency Elements 

This competency unit consists in the following elements: 

Element 1: Boil sugar 

Element 2: Use pulled sugar to produce display sugar work 

Element 3: Plan sugar display piece 

Element 4: Assemble and display sugar work piece 

 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Boil sugar 1.1 Ingredients for mise-en-place tasks are organized and 

prepared. 

1.2   Equipment required to boil sugar is appropriately collected. 

1.3   Specified method of sugar boiling are followed. 

1.4   Colours are appropriately used. 

1.5 Equipment required to pull boiled sugar is appropriately 

collected. 

1.6  Boiled sugar solution is safely handled and manipulated. 

1.7  Pulled sugar is appropriately stored/held. 

2. Use pulled sugar to 

produce display sugar 

work 

2.1 Equipment required to produce display sugar pieces is 

appropriately collected. 

2.2   Sugar is appropriately poured and set. 

2.3   Blown sugar shapes are mastered. 

2.4   Ribbons and bows are mastered. 

2.5   Sugar pieces are shaped into leaves and flowers. 

2.6   Sugar is woven to form baskets. 

2.7   Cast display sugar work is mastered. 

2.8   Specific ingredients are added to create effects. 

2.9   Cast display sugar is appropriately released from forms. 

3. Plan sugar display piece 3.1 Display piece is planned according to client, occasion or 

theme and is produced within the time limit, using a 

variety of techniques. 

3.2  Sketch or outline of display are prepared as required by the 

design. 

3.3   Forms and shapes are prepared as required by the design. 

3.4 Quantities required for components of display piece are 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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correctly calculated. 

4. Assemble and display 

sugar work piece 

4.1  Sugar work assemblage is mastered. 

4.2  Sugar work piece decoration is mastered. 

4.3  Sugar work piece is appropriately displayed. 

 

RANGE AND CONTEXT 

Variable Range 

Ingredients 

Will include: 

- Sugar 

- Water 

- Glucose 

- Colouring agents 

- Calcium carbonate 

- Baking soda 

- Cream of tartar 

Mise-en-place tasks 

May include: 

- Preparing, cleaning, washing and sanitizing of raw 

materials 

- Opening of containers, such as jars, tins, cartons, packages 

and removal of items ready for use 

- Trimming, peeling, juicing, cutting, slicing, filleting, boning, 

mincing, shredding, chopping, 

- Dicing, crushing and skinning 

- Weighing and portioning of ingredients 

- Matching type and quality of ingredient selected to 

intended use of the item 

- Ensuring the safety of all foodstuffs selected 

- Ensuring quantity of ingredients assembled matches 

identified/expected trading demand 

- Protecting the integrity and food safety of items selected 

until mise-en-place tasks commence 

- Safely transporting, and storing, foods to the mise-en-place 

area 

- Completing necessary internal documentation to reflect 

stock use 

Equipment 

May include: 

- Copper pots 

- Sugar thermometer (resisting to high temperatures)  

- Heat proof gloves 

- Cold water bath 

- Marble slab 

- Oil 
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- Pulling hook 

- Metal, plaster, plasticine and rubber moulds 

- Mouth or hand pump 

- Weaving board 

- Pallet knife/spatula 

- Heat lamp 

- Sugar box 

- Patterns 

- Scissors 

- Rubber mats 

- Foil 

- Silicon paper 

Manipulate boiled sugar 

May include: 

- Turn out sugar 

- Pour sugar 

- Manipulate sugar 

- Pull sugar 

- Standard practices and safety requirements 

- Keep warm under lamp 

- Allow to cool for use later 

- Re-heat for use 

- Store moisture free 

Store/hold 

Should include: 

- Keep warm under lamp 

- Allow to cool for use later 

- Re-heat for use 

- Store moisture free  

Blown sugar shapes 

May include: 

- Fruits 

- Animals 

- Figures  

Ribbons and bows 

May relate to: 

- Preparing colours 

- Joining colours 

- Pulling ribbons to required length and width 

- Joining ribbons 

- Folding ribbon to form bows  

Leaves and flowers 

May relate to: 

- Use of hands or moulds 

- Produce petals 

- Produce leaves 

- Join pieces to form flowers  

Weave sugar May relate to: 
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- Correct temperature 

- Correct consistency 

- Preparing weaving frame 

- Ensuring consistent thickness of weave 

- Joining sugar 

- Finishing top and base 

- Joining handle 

Display piece 

May include: 

- Size 

- Shape 

- Style 

- Theme 

Variety of techniques 

May include: 

- Blown 

- Woven 

- Cast 

Assemble 

May include: 

- Using warm sugar to join pieces 

- Using a heat lamp to melt edges to join pieces 

- Using royal icing to join pieces 

Decorate 

May include: 

- Using warm sugar, piped 

- Using royal icing 

Display 

May relate to: 

- Ceramic 

- Glass 

- Mirrors 

- Wood 

- Fabric 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Ingredients and reactions when they 

are mixed, heated or cooled  

 Sugar crystallisation during sugar 

preparation, boiling and production 

and prevention methods 

 Commodities, including 

quality/organoleptic aspects 

 Terminology related to sugar work 

 Historical and cultural aspects of 

sugar work and its role in the 

industry and the menu 

 

 

 Handle products in a safe and hygienic 

manner 

 Maintain safety requirements in relation 

to the preparation, cooking and handling 

of hot sugar solutions 

 Prepare 2 different varieties of sugar 

pieces 

 Demonstrate creative and artistic skills 

in the preparation, decoration and 

display of sugar work pieces 

 Store sugar work pieces to industry and 

enterprise standards 

Evidence may be collected through assessment methods such as: 

 Observation of practical candidate performance 

 Oral and written questions 

 Sampling of products prepared by the student 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-206T1 

Competency Unit  : PREPARE CHOCOLATE PRODUCTS 

Unit Descriptor                         : This unit deals with skills and knowledge required by 

cooks, chefs and patissiers to prepare, display and store 

a range of high-quality chocolate products in 

commercial food production environments. 

Competency Level  : Level 2 

Version No.   : 1 

Date    : January 2019 

  



38 
 

NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-206T1 

Competency Unit Title: PREPARE CHOCOLATE PRODUCTS 

Competency Elements 

 

This competency unit consists in the following elements: 

 

Element 1: Temper couverture 

Element 2: Prepare chocolate based fillings, coatings and decorations 

Element 3: Make moulded chocolates 

Element 4: Coat and decorate with chocolate 

 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Temper couverture 1.1 Couverture is melted and tempered using correct 

techniques and temperatures. 

1.2  Tempered couverture is maintained for use. 

2. Prepare chocolate based 

fillings, coatings and 

decorations 

2.1 Ingredients for mise-en-place tasks are organized and 

prepared. 

2.2  Appropriate equipment is used to prepare chocolate based 

fillings, coatings and decorations. 

2.3 Correct techniques to produce chocolate-based fillings, 

coatings and decorations are used to enterprise standards. 

2.4  Chocolate based fillings/centres, coatings and decorations 

is produced to enterprise requirements and standards.  

3. Make moulded chocolates 3.1   Moulds are cleaned and polished to be ready for use. 

3.2   Moulds are kept at correct temperature for production. 

3.3   Combinations are selected and prepared to be produced. 

3.4   Tempered couverture is used and set in moulds correctly. 

3.5   Moulded chocolates are filled correctly. 

3.6 Moulded chocolates are set, released and handled 

appropriately. 

4. Coat and decorate with 

chocolate 

4.1  A variety of chocolate coating, icing, glazes and decorations 

are mastered. 

4.2 Coating, icing, glazes and decorations are used for 

decoration according to standard recipes and/or enterprise 

standards and/or customer requests. 
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39 
 

RANGE AND CONTEXT 

Variable Range 

Melt and temper 

Should relate to: 

- Type of couverture, such as dark, milk, or white 

- Temperature control, adapted to the couverture 

- Avoiding contact with moisture 

- Vaccination/addition method 

- Tabling method 

- Heated water method 

- Microwaving 

Maintain tempered 

couverture 

Relates to: 

- Temperature control 

- Holding time of tempered couverture 

Ingredients 

May include: 

- Dried fruits or nuts 

- Flavourings or essences 

- Alcohol-based products 

Mise-en-place tasks 

May include: 

- Preparing, cleaning, washing and sanitizing of raw 

materials 

- Opening of containers, such as jars, tins, cartons, packages 

and removal of items ready for use 

- Trimming, peeling, juicing, cutting, slicing, filleting, boning, 

mincing, shredding, chopping, 

- Dicing, crushing and skinning 

- Weighing and portioning of ingredients 

- Matching type and quality of ingredient selected to 

intended use of the item 

- Ensuring the safety of all foodstuffs selected 

- Ensuring quantity of ingredients assembled matches 

identified/expected trading demand 

- Protecting the integrity and food safety of items selected 

until mise-en-place tasks commence 

- Safely transporting, and storing, foods to the mise-en-place 

area 

- Completing necessary internal documentation to reflect 

stock use 

Appropriate equipment 

May include: 

- Trays 

- Racks 

- Bowls 

- Mixing machine 



40 
 

- Scales 

- Rolling pins 

- Moulds 

- Rings 

- Tins 

- Dipping tools and racks  

Correct techniques to 

produce chocolate-based 

May relate to: 

- Rubbing 

- Beating 

- Whisking 

- Folding 

- Piping  

- Flooding 

- Stencilling 

- Polishing 

Fillings/centres, coatings 

and decorations  

- Nougat 

- Ganache 

- Flavoured fondants 

- Nuts 

- Fruits, fruit pastes 

- Caramels 

- Liqueurs 

- Marzipan 

- Croquant 

- Jellies 

Enterprise requirements and 

standards 

May relate to: 

- Scale to correct weight 

- Colour 

- Consistency 

- Texture 

- Moisture 

- Mouth feel 

- Appearance 

- Sale ability 

- Shape 

Clean 

Should include: 

- Free of grease 

- Free of water 

- Free of chocolate 

- Free of other ingredients 

Polish moulds 

Should include: 

- Free of finger prints 

- Free of scratches 



41 
 

 

 

Correct temperature 

Relates to: 

- Cool 

- Moisture free 

Combinations 

Relates to: 

- Type of couverture 

- Flavour of filling 

- Size, Shape 

Set in moulds 

Should include: 

- Thickness 

- Free of bubbles 

- Free of marks 

- Free of blemishes  

Fill moulded chocolates 

May include: 

- Quantity of filling 

- Level of filling 

- Sealing in filling  

Handle 

Relates to: 

- Free from finger marks 

- Free from bloom 

- Free from scratches 

Coating, icing, glazes and 

decorations 

Relates to: 

- Jams 

- Creams 

- Chocolate 

- Fondant, Fondant icing 

- Ganache 

- Food lacquer 

- Cocoa butter 

- Glace fruits, Fresh fruits 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Historical and cultural aspects of 

chocolate and chocolate products 

and their role on the menu and in 

the industry  

 Principles of the preparation of 

chocolate and chocolate products  

 Varieties and characteristics of 

chocolate and chocolate product 

classifications, such as classical and 

modern, size, shape, structure and 

assembly according to industry and 

enterprise standards 

 Commodities, including 

quality/organoleptic aspects 

 Specific terminology related to 

chocolate and chocolate products 

 Handle products in a safe and hygienic 

manner 

 Prepare a variety of chocolate and 

chocolate products from five different 

recipes and cultural backgrounds 

 Demonstrate creative and artistic skills 

in preparation, decoration and display of 

chocolate and chocolate products 

 store a range of chocolate and chocolate 

products to industry and enterprises 

standards 

Evidence may be collected through assessment methods such as: 

 Observation of practical candidate performance 

 Oral and written questions 

 Sampling of products prepared by the student 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-207I1 

Competency Unit                     : RECEIVE AND STORE IN-COMING GOODS (FOOD AND 

NON-FOOD) 

Unit Descriptor                         : This unit deals with skills and knowledge required to 

receive and store food and non-food deliveries into the 

kitchen area of a food establishment and process the 

items that have been delivered and stored according to 

accepted stock handling procedures. 

Competency Level  : Level 2 

Version No.                               : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-207I1 

Competency Unit Title: RECEIVE AND STORE IN-COMING GOODS (FOOD AND NON- FOOD) 

Competency Elements 

 

This competency unit consists in the following elements: 

 

Element 1: Receive deliveries 

Element 2: Store supplies and food stock 

Element 3: Maintain stock and storage areas 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Receive deliveries 1.1  Kitchen supplies and food stock to be delivered into the  

premises are identified. 

1.2    The area to receive stock is prepared. 

1.3 The security is maintained to prevent theft and 

deterioration of delivered items. 

1.4     Non-compliant products are returned at the delivery. 

2. Store supplies and food 

stock 

2.1   Storage requirements and conditions for deliveries of food 

and non-food items are identified and described. 

2.2   Food items are received, handled and stored according to 

enterprise standards and legislated requirements.  

2.3     Stock is moved to the required operational area. 

2.4  Appropriate occupational health and safety skills are 

applied. 

2.5     Stock items are unpacked as required. 

2.6     Stock is loaded into storage units. 

2.7    Frozen / refrigerated / dry goods are stored appropriately, 

at the correct temperature. 

2.8  Non-food items are stored appropriately, at the correct 

temperature. 

2.9     Stock is labelled to identify items. 

3. Maintain stock and 

storage areas 

3.1     Storage areas are cleaned and tidied.  

3.2 Slow moving items and products approaching their 

designated ‘use by’ dates are identified. 

3.3     Waste is removed from the storage areas. 
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RANGE AND CONTEXT 

Variable Range 

Kitchen supplies and food 

stock 

May include: 

- All types of food and beverage products, including raw and 

fresh goods, processed goods, dry goods, refrigerated 

foods and frozen foods, liquor and non-liquor beverages 

for kitchen use only 

- Utensils and small equipment 

- Chemicals and cleaning equipment, Packaging 

- Linen and uniforms 

- Stationery and office supplies 

Area to receive stock 

May include: 

- Cleaning the area  

- Tidying the area including making a clear passage  

- Removing other stock from the area  

- Ensuring requirements for accepting deliveries are present, 

including weighing scales, thermometers, purchase orders, 

purchase specifications  

- Ensuring security and safety requirements are in place  

Storage requirements and 

conditions for deliveries 

May include: 

- Compliance with the requirements of policies and 

procedures of the host enterprise and the statutory 

requirements of the legislation of the host country; in 

Myanmar, comply with the requirements of the Food and 

Drug Administration (FDA). 

- Implementation of food safety plan/program used by the 

host enterprise  

- Storing items in their correct location  

- Use of safe manual handling practices  

- Stock rotation: first in first out/last in last out (FIFO/LILO)  

- Safe and secure transporting of items to storage  

- Labelling of stock  

- Separation of chemicals from foodstuffs  

- Protection of food items from contamination  

- Protection of stock from damage  

- Security of stock while in storage  

Move stock 

May include: 

- Using trolleys to move stock 
- Carrying items by hand 
- Re-loading stock onto another vehicle  
- Ensuring safety and integrity of stock being moved  
- Re-locating stock in a timely manner, including prioritizing 

foodstuffs to guard against food safety issues 
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- Comply with internal requirements, as advised  

Operational area 

May include: 

- Storage areas appropriate for the individual stock items, 

including dry goods store, refrigerated storage and frozen 

storage for food and beverage items, linen stores, chemical 

storage areas 

- Working departments and locations where the stock items 

will be processed or offered for sale  

- On-site or off-premises situation  

Occupational health and 

safety skills 

May include: 

- Ensuring there is no overloading of individuals, trolleys, 

etc. 

- Determining the characteristics of the package/item before 

attempting a carry or lift 

- Ensuring route to be travelled is free of obstructions or 

risks  

- Using designated internal transportation equipment and 

systems to move stock  

- Ensuring compliance with manual handling requirements 

of the host country and the host enterprise, including 

correct lifting techniques, not stretching or straining, 

observing appropriate weight/load sizes, avoiding 

potentially injurious repetition  

- Wearing protective clothing as appropriate which may 

include thermal clothing, gloves, protective boots 

Unpack stock 

May include: 

- Removing individual items from cartons and packaging 

- Checking quality and suitability of individual items as they 

are unpacked 

- Determining items that should be left in cartons and 

packaging 

- Maintaining the integrity of foods and beverages that are 

being processed 

Storage units 

May include: 

- Shelves  

- Bins specially provided 

- Storage containers  

- Refrigeration and freezer units  

Label stock 

Should include: 

- Placing labels on storage containers and shelving to 
identify stock items and indicate delivery date 

- Preparing hand-written labels and attaching them to 
individual stock items  

- Using electronic bar coding and labelling equipment  
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- Observing food safety requirements in relation to the 
labelling of food  

Remove waste 

May include: 

- Taking packaging out of storage areas  

- Identifying and removing damaged or un-saleable items 

from the storage areas  

- Applying environmentally friendly practices to waste 

materials where appropriate, including the re-use of 

materials within the organization and recycling of suitable 

materials  

Clean and tidy 

May include: 

- Sweeping and cleaning up spills  

- Providing well-lit and ventilated stores  

- Maintaining a pest and vermin free environment  

- Maintaining required temperatures and reporting non-

compliance with same to the designated 

person/department or external service provider  

- Regular inspections of stock and facilities  

- Removal of used materials, cardboard, cartons, boxes and 

wrapping  

- Maintaining the position of stock items in-line with stock 

sheets  

- Compliance with the requirements of policies and 

procedures of the host enterprise and the statutory 

requirements of the legislation of the host country; in 

Myanmar, comply with the requirements of the Food and 

Drug Administration (FDA). 

- Implementation of food safety plan/program used by the 

host enterprise 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



48 
 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 The storing and cleaning 

requirements for the host enterprise 

 The enterprise’s policies and 

procedures in regard to storing food 

and other items 

 Principles and practices of safe food 

handling and storage 

 Overview of the relevant legislation 

in relation to food handling, food 

storage, chemical storage and 

general premises food safety; in 

Myanmar, requirements of the Food 

and Drug Administration (FDA) 

 Cleaning and sanitising chemicals  

 

 Clean and maintain food storage areas 

 Handle products in a safe and hygienic 

manner 

 Recognise general food safety hazards 

in the workplace 

 Identify sources of contamination and 

minimise/eliminate them 

 Maintain kitchen supplies and food 

stock storage areas in a tidy and 

hygienic condition 

 Apply cleaning and sanitizing 

techniques and protocols 

 Undertake basic stock control 

Evidence may be collected through assessment methods such as: 

 Observation of practical candidate performance  

 Inspection of stock and storage areas 

 Oral and written questions  
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-208I1 

Competency Unit                     : STORE IN-PROCESS AND FINISHED FOOD IN A SAFE AND 

HYIENIC MANNER 

Unit Descriptor                         : This unit deals with skills and knowledge required by 

cooks and chefs to store in-process and finished food 

items for the kitchen. It focuses on general storage 

techniques in commercial food production 

environments. 

Competency Level  : Level 2 

Version No.                               : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code : HT-BPS-208I1 

Competency Unit Title : STORE IN-PROCESS AND FINISHED FOOD IN A SAFE AND 
 HYGIENIC MANNER 

Competency Elements 

 

This competency unit consists in the following element: 

 

Element 1: Store prepared food 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Store prepared food 1.1 Food is stored in correct location, at correct temperature 

and under appropriate conditions.  

1.2 Maximum eating quality, appearance and freshness is 

maintained. 

1.3   Appropriate containers are selected. 

1.4   Food is appropriately labelled. 

1.5   Freshness and quality is ensured through first in, first out 

 

RANGE AND CONTEXT 

Variable Range 

Conditions 

May include: 

- Cool room temperature 

- Cool room placement 

- Time in cool storage  

- Freezer temperature 

- Time in freezer storage 

- Kitchen menu placement, such as larder, mains and 

banqueting 

- Dry store conditions and placement 

- Humidity 

Containers 

May include: 

- Size to enable safe handling 

- Material, including stainless steel, plastic and glass  

- Separating ingredients, such as herbs, garnishes and 

dressings  

- Position in cool storage  

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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- Enterprise and local authorities’ requirements 

Label  

Should relate to: 

- Date of production  

- Item being stored 

- Item shelf-life (for freshness monitoring) 

- Thawing date, if applicable  

- Reheating or cooling dates, if applicable 

First In First Out (FIFO) 

Should relate to: 

- Receiving stock 

- Rotating stock 

- Labelling stock 

 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Overview of the relevant legislation 

in relation to food handling, food 

storage, chemical storage and 

general premises food safety 

 Classifications and terminology used 

in the preparation and storage of 

foods 

 Identify food products by sight, taste 

and consistency 

 Store various foods to industry and 

enterprise standards 

 Handle products in a safe and hygienic 

manner 

Evidence may be collected through assessment methods such as: 

 Observation of practical candidate performance  

 Oral and written questions  

 Inspection of finished work 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-209I1  

Competency Unit                     : IMPLEMENT AND APPLY SUSTAINABILITY PROCEDURES 

IN THE WORKPLACE 

Unit Descriptor                         : This unit deals with skills, attitudes and knowledge 

required to apply efficient sustainability procedures and 

environmental-friendly practices, including waste 

management, and water and energy consumption, in 

order to minimise impact on the environment. 

Competency Level  : Level 2 

Version No. : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code:   HT-BPS-209I1 

Competency Unit Title: IMPLEMENT AND APPLY SUSTAINABILITY PROCEDURES IN THE 
WORKPLACE 

Competency Elements 

This competency unit consists in the following elements: 

Element 1: Identify best practices towards sustainable environment 

Element 2: Apply sustainable procedures in managing food products 

Element 3: Apply sustainable procedures in cleaning and maintaining the workplace 
 

DESCRIPTION OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Identify best practices towards 

sustainable environment 

1.1   Principles of sustainable development are mastered. 

1.2 The impact of the food production industry on the 

environment is understood. 

1.3 The importance of effective waste management, and 

responsible water and energy consumption is 

understood. 

1.4 Potential levers for sustainability action in the 

workplace are identified and actions implemented. 

2. Apply sustainable procedures in 

managing food products 

2.1 Food storage system is properly monitored to avoid 

food wastage. 

2.2 Appropriate portion control is demonstrated to avoid 

food wastage. 

2.3  Waste is sorted. 

2.4. Internal and external waste is appropriately handled 

and disposed of.  

2.5  Ways to reduce, reuse and recycle waste are identified 

and actions taken. 

3. Apply sustainable procedures in 

cleaning and maintaining the 

workplace 

3.1   Downsides on over-use of water are understood.  

3.1   Water use at different workstations is monitored. 

3.2 Water is saved by using it in an efficient and responsible 

manner. 

3.3 Chemicals are appropriately used when cleaning the 

workplace or dishwashing, respecting products’ notice 

and datasheet. 

3.4 The amount of energy consumed in the workplace is 

limited. 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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RANGE AND CONTEXT 

Variable Range 

Sustainable development 

Is defined as: 

The process for meeting human development goals while 

sustaining the ability of natural systems to continue to provide 

the natural resources and ecosystem services upon which the 

economy and society depends.  

Sustainable development is at the crossroad between economic, 

social and environmental development. 

Impact of the food 

production industry on the 

environment 

 

May include: 

- Food wastage 

- Origin, traceability and carbon footprint of raw materials 

- Water wastage 

- Use of chemicals to comply with hygiene standards 

- Use of disposable service equipment and crockery 

Effective waste 

management 

Should include: 

- Waste sorting, Recycling, Reusing 

In the workplace 

Should include: 

- Food and beverage service areas 
- Food production areas 
- Dish-washing areas 
- Bin areas 

Food storage 

May include: 

- Label  
- Duration of the food  
- Record of food delivered   

Food wastage 

May include: 

- Food preparation 
- Food spoilage 
- Food from customer plate 

Waste storage 

Should include: 

- Dry waste and wet waste 
- Food waste and non-food waste 
- Recyclable waste and unrecyclable waste 

Internal waste 
Relates to: 

Waste generated within a food operational area (food waste, 
waste from dish washing, food preparation, cooking, boiling) 

External waste 
Relates to: 

Large volume of waste placed to be collected by the Municipal 
(waste generated from the kitchen area) 

Actions 

May include: 

- Changing habits 
- Sharing ideas 
- Pinning visual documents in the premises 
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Downsides on over-use of 

water 

May include: 

- Economic cost 
- Ecologic cost 

Chemicals 

May include: 

- Detergents 
- Bleach 
- Sanitizers 
- De-greasers 
- Disinfectants 
- Drinking agents 
- Washing-up liquid 

Amount of energy 

consumed in the workplace 

May include: 

- Turn light off when not using it 
- Turn equipment off when not using it 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Sustainability principles  

 The enterprise's policies and 

procedures in regard to food handling, 

workplace hygiene and waste 

management; chemicals’ notice 

appropriate portion control 

 Limit consumption and and datasheet, 

provided by the supplier 

 Relevant legislation in regard to food 

handling, hygiene standards and waste 

management 

 How and why minimise waste 

 Drawbacks of natural resources’ 

wastage 

 Knowledge of best practices towards 

sustainability 

 Adhere to sustainability practices 

 Apply sustainability procedures in the 

workplace 

 Demonstrate  

 wastage of natural resources 

 Obtain, interpret and understand the work 

instructions on the waste management, use 

of water and energy towards the 

environmental sustainability 

 Apply the knowledge reduce, reuse and 

recycle regarding the waste management, 

use of water and energy efficiently  

 Work and share with others and in a team 

using cooperative approaches to effective 

practices toward sustainable environment 

 Establish safe and effective practices to 

minimize negative effects to environment 

and workplace 

Evidence may be collected through assessment methods such as: 

Practical demonstration  

Observation of the candidate's practical performance  

Inspection of finished work  

Oral and written questions 

Case study 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-210I1 

Competency Unit                     : COMMUNICATE PRODUCT FEATURES TO SALES FORCE 

Unit Descriptor                         : This unit deals with skills, knowledge and attitudes 

required to present food products to sales and service 

staff in commercial food production environments. 

Competency Level  : Level 2 

Version No. : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-210I1 

Competency Unit Title: COMMUNICATE PRODUCT FEATURES TO SALES FORCE 

Competency Elements 

 

This competency unit consists in the following elements: 

Element 1: Understand and illustrate products features and the potential resultant  allergies 

Element 2:     Liaise between kitchen and service / sale areas 

 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Understand and illustrate 

products features and the 

potential resultant allergies 

1.1   Products features and components are memorized. 

1.2 Common allergies and their main sources of ingredients are 

memorized. 

2.   Liaise between kitchen and 

service / sale areas 

2.1 Products are explained to service and sales staff, including    

commodities, recipes, organoleptic characteristics, display 

recommendations and shelf life, using appropriate 

communication techniques. 

2.2   Culinary matches are suggested. 

2.3 Questions regarding food products from internal or external 

customers are correctly answered. 

2.4   Communication with service / sale workforce is favoured to get  

customers’  feedback on product appreciation. 

 

RANGE AND CONTEXT 

Variable Range 

Products 

May include: 

- Savoury dish 

- Sweet dish 

- Bakery products 

- Pastry products 

- Cheese 

- Cutlery 

Organoleptic characteristics 

Relates to the sensory properties of a particular food, should be 

evaluated by a trained and qualified person. 

Should include: 

- Visual aspect 

- Taste 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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- Smell 

- Feel 

- Odour 

Appropriate communication 

techniques 

May include: 

- The use of both open and closed questions  

- Speaking clearly and concisely 

- Using appropriate language and tone of voice 

- Using correct wording and terminology 

- Being attentive 

- Pitching 

Culinary matches 

May include: 

- Food and beverages (wine) matches 

- Bread and food matches  

Internal customers 

May include: 

- Sales force 

- Service staff 

- Colleagues working in another department 

- Team members 

- Supervisors or managers 

External customers 

May include: 

- People who buy or consume the goods and services of the 

enterprise 

 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 Organoleptic  

 Characteristics of food products, 

decorations, garnishes and sauces, 

such as classical and modern, size, 

shape, structure and assembly 

according to industry and enterprise 

standards 

 Specific terminology related to food 

products and tasting 

 Commodities, including 

quality/organoleptic aspects 

 

 Apply the principles of effective 

communication skills 

 Use appropriate language to be understood 

 Answer questions clearly, succinctly and 

directly with responses addressing the 

questions 

Evidence may be collected through assessment methods such as: 

Observation of practical candidate performance 

Role plays 

Oral questions 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-211B1 

Competency Unit                     : WORK IN A SOCIALLY DIVERSE ENVIRONMENT 

Unit Descriptor                         : This unit deals with the skills and knowledge required to 

work effectively in a socially diverse environment in a 

range of settings within the hotel and travel industries 

workplace context. 

Competency Level  : Level 2 

Version No.                              : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-211B1 

Competency Unit Title: WORK IN A SOCIALLY DIVERSE ENVIRONMENT 

Competency Elements 

 

This competency unit consists in the following elements: 

Element 1: Communicate with customers and colleagues from diverse backgrounds 

Element 2: Deal with cross cultural misunderstandings 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Communicate with 

customers and colleagues 

from diverse backgrounds 

1.1 Customers and colleagues from different cultural groups         

are valuated and treated with respect and sensitivity. 

1.2 Cultural differences are taken into consideration in all 

verbal and non-verbal communication. 

1.3 Cultural differences are recognised and accommodated 

within the team. 

1.4   Attempts to overcome language barriers are performed. 

1.5 Assistance from colleagues, reference books or outside 

organisations is obtained when required. 

2. Deal with cross cultural 

misunderstandings 

  2.1  Issues which may cause conflict or misunderstanding in 

the  workplace are identified. 

  2.2 Difficulties are addressed to the appropriate people and 

assistance sought from team leaders or others when 

required. 

  2.3 Possible cultural differences are considered when 

difficulties or misunderstandings occur. 

  2.4 Efforts are made to resolve misunderstandings, taking 

cultural considerations into account. 

  2.5  Issues and problems are referred to the appropriate team 

leader/supervisor for follow up. 

 

RANGE AND CONTEXT 

Variable Range 

Cultural differences 

May include: 

- Forms of address  

- Levels of formality/informality  

- Non-verbal behaviour  

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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- Work ethics  

- Personal grooming  

- Family obligations  

- Recognized holidays  

- Special needs  

- Preferences for personal interactions 

Attempts to overcome 

language barriers 

May include: 

- Use simple gestures, Use simple words  

- Use words in the other person’s language  

- Describe goods and services  

- Use diagrams or maps to give simple directions 

Assistance 

May include: 

- Co-workers who speak the same language  

- Interpreter services diplomatic  

- Services supervisors, or managers, or specialist customer  

- Service staff within the enterprise 

Misunderstandings in the 

workplace 

May include: 

- Competing group, family or personal interests  

- Power and control issues  

- Lack of communication  

- Personality clashes  

- Cross-cultural issues, Differences between cultural groups  

- Dissatisfaction in the community competing needs 

Issues which may cause 

conflict or misunderstanding 

May include: 

- Speaking too quickly/quietly  

- No visual clues 

- Poor observation  

- Poor communication style  

- Intolerance  

- Prejudice  

- Inadequate language skills  

- Not clarifying or asking questions  

- Inappropriate body language  

- Poor understanding of other cultures 

Resolve misunderstandings 

May include: 

- Staff training  

- Utilizing staff cultural skills  

- Employing a variety of communication methods  

- Knowledge of location of cultural buildings sites and 

support agencies  

- Developing an understanding and tolerance of cultural 

diversity  

- Overcoming prejudice and assumptions  
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- Utilizing non-verbal communication skills actively  

- Seeking to break down barriers 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

Different cultures and cultural differences 

principles of effective communication skills 

Observation that verbal and non-verbal 

communication takes account of cultural 

differences 

Apply active listening techniques 

Use effective communication skills to build and 

maintain interpersonal relationships with 

customers and colleagues from diverse 

backgrounds 

Identify the need(s) and concern of others 

Maintain effective communication with 

customers and colleagues from diverse 

backgrounds 

Communicate effectively with customers and 

colleagues from diverse backgrounds 

Deal with cross-cultural misunderstandings 

Include and/or communicate with others where 

language barriers exist 

Apply knowledge of different cultures and 

cultural characteristics appropriately in 

communications with customers and colleagues 

from diverse backgrounds 

Talk about other cultures and cultural 

differences 

Evidence may be collected through assessment methods such as: 

Case studies 

Observation of practical candidate performance  

Oral and written questions, Problem solving  

Role plays  
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-212B1  

Competency Unit                     : READ AND INTERPRET BASIC INSTRUCTIONS, 

DIRECTIONS AND/OR DIAGRAMS 

Unit Descriptor                         : This unit deals with the skills and knowledge required to 

read and interpret basic instructions, directions and/or 

diagrams in a range of settings within the labour 

divisions of the hotel industries. 

Competency Level  : Level 2 

Version No. : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-212B1 

Competency Unit Title: READ AND INTERPRET BASIC INSTRUCTIONS, DIRECTIONS AND/OR  
        DIAGRAMS 

Competency Elements 

 

This competency unit consists in the following elements: 

 

Element 1: Prepare for work 

Element 2: Read and interpret information about routine tasks, processes or events 

Element 3: Receive and respond to basic instructions and directions 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Prepare for work 1.1   Job specifications from internal and external customers 
are   read and interpreted. 

1.2 Procedures are read and interpreted, including safety 
procedures. 

1.3   Basic instructions, directions and/or diagrams are read 
and interpreted, including safety instructions given by the 
supervisor. 

1.4   Work instructions to determine job requirements are read 
and interpreted. 

2. Read and interpret 

information about routine 

tasks, processes or events 

2.1 Relevant sources of information/documentation are 
identified so that job can be performed in accordance with 
the organisation’s requirements. 

2.2  The purposes of instructions, directions and/or diagrams 
are identified.   

2.3 Questions are asked to appropriate people to gain 
additional information and/or to clarify understanding. 

2.4 Relevant details from instructions, directions and/or 
diagrams are read and interpreted. 

3. Receive and respond to 

basic instructions and 

directions 

3.1 Requirements of instructions and/or directions are 
received, clarified and assessed in accordance with 
organisational policies and procedures. 

3.2 Assignment instructions and/or directions are questioned 
and confirmed if necessary. 

3.3 Directions and or instructions are complied with within 
designated timelines. 

3.4 Feedback is gathered after instructions and/or directions 
have been complied with. 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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RANGE AND CONTEXT 

Variable Range 

Job specifications 

May include: 

- Outcomes 

- Duties 

- Reporting relationships 

Internal customers 

May include: 

- Colleagues working in another department 

- Team members 

- Supervisors or managers  

External customers 

May include: 

- Suppliers 

- People who buy the goods and services the enterprise sells 

Procedures 

May include: 

- Hazard policies and procedures 

- Emergency, fire and accident procedures 

- Personal safety procedures 

- Procedures for the use of personal protective clothing and 

equipment 

- Job procedures and work instructions. 

Instructions, directions 

and/or diagrams 

May include: 

- Work instructions 

- Directions on how to use equipment safely 

- Directions on how to complete a task safely 

- Diagrams that show safe working procedures 

- Policies and procedures 

- Manuals 

Work instructions to 

determine job requirements 

May include: 

- Methods of work 

- Processes or procedures 

- Equipment 

- Policies and procedures 

- Manuals 

Information/documentation 

May include: 

- Workplace procedures, checklists and instructions 

- Goods identification numbers and codes 

- Manifests, bar codes, goods and container identification 

- Manufacturer's specifications 

- Workplace policies 

- Supplier and/or client instructions 

- Material safety data sheets 

- Relevant codes of practice, including the national 
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standards for manual handling and the industry safety 

code 

- Legislation, regulations and related documentation 

- Award, enterprise bargaining agreement, other industrial 

arrangements 

- Standards and certification requirements 

- Quality assurance procedures 

- Emergency procedures  

Appropriate people 

May include: 

- Supervisors, managers 

- Colleagues 

- Human resource personnel 

- Members of the public, Clients 

Instructions and/or 

directions 

May include: 

- Letters, Memos 

- Faxes, Emails 

- Invoices and purchase orders 

- Policies and procedures 

- Manuals 

- Safety instructions and procedures 

Assignment instructions 

and/or directions 

May include: 

- Instructions from client/supervisor/management 

- Assignment objectives and timeframes 

- Work tasks and procedures 

- Resource and equipment requirements 

- Reporting and documentation requirements 

- Personal protective clothing and equipment requirements 

Feedback 

May include: 

Formal feedback: 

- 360-degree assessment 

- Customer satisfaction surveys/forms 

- Team evaluations 

- Performance reviews/appraisals 

- Workplace assessment 

Informal feedback: 

- Critical incident reviews 

- Impromptu questioning of customers to obtain view of 

products and/or service provided 

- Chance discussions with customers 

- Coaching and mentoring 

- Seeking the opinions of others 

- Comments from supervisors, colleagues or clients 

- Personal, reflective behaviour strategies 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

- Read and interpret signs and symbols relevant 

to workplace functions 

Read and interpret basic instructions, directions 

and/or diagrams to achieve appropriate work 

outcomes 

Locate, interpret and apply relevant information 

Read and interpret legislation, regulations, 

policies, procedures and guidelines relating to 

workplace 

Identify information about routine tasks, 

processes, events or skills 

Evidence may be collected through assessment methods such as: 

Case studies 

Oral and/or written questions 

Problem solving 

Observation of practical candidate performance 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-213B1 

Competency Unit                     : WRITE A SHORT MESSAGE IN ENGLISH 

Unit Descriptor                         : This unit deals with the skills and knowledge required to 

write short messages in the workplace. 

Competency Level  : Level 2 

Version No.                               : 1 

Date    : January 2019 

  



69 
 

NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-213B1 

Competency Unit Title: WRITE A SHORT MESSAGE IN ENGLISH1 

Competency Elements 

 

This competency unit consists in the following elements: 

Element 1: Demonstrate the ability to take messages from oral input 

Element 2: Write short instructional messages 

Element 3: Write short messages of appreciation, apology and explanation for absence 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Demonstrate the ability to 

take messages from oral 

input 

1.1   Concise, clear messages are written from oral input. 

1.2   Clear handwriting is used. 

1.3   All necessary information is included. 

1.4   All abbreviations are ensured to be clear to the reader. 

1.5   Correct spelling of names and addresses is used. 

2. Write short instructional 

messages 

2.1   Messages are structured into a logical set of instructions. 

2.2   Instructions are ensured to be clear and unambiguous. 

2.3  Polite forms are used when requesting someone to carry 

out a set of instructions. 

3. Write short messages of 

appreciation, apology 

and explanation for 

absence 

3.1 Short messages of thanks and apology are written to 

develop and maintain good working relationships. 

3.2 Short messages are written to explain a temporary absence. 

3.3 Appropriate expressions are used to start and finish 

messages. 

3.4 Accurate grammar and vocabulary are used to express  

ideas. 

 

RANGE AND CONTEXT 

Variable Range 

Concise, clear messages 

Refers to: 

- Conveying the essence of the speaker’s request or 

message  

- Being brief 

- Transcribing the spoken word into a brief message 

Necessary information May include: 

                                                           

1
 This competency is subject to revision based on the need/demand of the local industry. 
 Bold and Italicized terms are elaborated in the Range and Context. 
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- The speaker or caller’s name 

- The date and time of the call 

- Action required, The degree of urgency involved 

Logical set of instructions  

May include: 

- Sequencing the order to be followed 

- Starting with the first action required, ending up with the 

final action required 

Clear and unambiguous 

May refer to: 

- Starting a new line for each instruction 

- Sequence markers are used to show the order of 

instructions  

- Using the imperative and active voice, Using simple 

vocabulary 

Polite forms 

Refers to: 

- Including the use of please and thank you 

- Writing emails not using capital letters which is interpreted 

as shouting: ‘Please call me’, not ‘CALL ME’ 

Apology 

May include a reason: 

- ‘I’m very sorry I won’t be able to attend the staff meeting 

tomorrow as I have a doctor’s appointment I can’t change’ 

- ‘Thank you for covering my shift and I really appreciated it 

as unexpectedly, I had to take my father to the hospital’ 

Temporary absence  

Refers to writing a short message of explanation: 

- ‘I have gone to the bank, will be back by 4 PM’ 

- ‘I have gone home because I am not feeling well’ 

Appropriate expressions  

Depend on the familiarity of the people involved and may include: 

- Using a more formal greeting when leaving a message for 

someone we don’t know very well 

- Using a less formal greeting for a close friend or colleague 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

- Write clear, concise and courteous messages 

Write legibly 

Spell correctly 

Use correct grammar and vocabulary  

Write instructional messages 

Write a message of thanks 

Write a message of apology 

Write a message explaining a temporary absence 

Summarize main points in a message 

Evidence may be collected through assessment methods such as: 

Observation of practical candidate performance  

Writing messages from oral input  

Writing messages to suit the context  

Gap fill exercises 

Summary writing 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-214B1  

Competency Unit                     : DELIVER A SHORT ORAL PRESENTATION IN ENGLISH 

Unit Descriptor                         : This unit deals with the skills and knowledge required to 

deliver a short oral presentation in English. 

Competency Level  : Level 2 

Version No. : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-214B1 

Competency Unit Title: DELIVER A SHORT ORAL PRESENTATION IN ENGLISH2 

Competency Elements 

This competency unit consists in the following elements: 

Element 1: Prepare for an oral presentation 

Element 2: Deliver a short oral presentation 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Prepare for an oral 

presentation 

1.1   The audience for the oral presentation is defined. 

1.2 The topic of the oral presentation is suitable for the 

audience. 

1.3   Sources of information to support the oral presentation are 

located. 

1.4   Relevant information is selected to be included in the oral 

presentation. 

1.5  Information is organized in a logical order for the oral 

presentation. 

1.6  The presentation is grammatically correct and contains a 

good range of vocabulary. 

2. Deliver a short oral 

presentation 

2.1    Oral presentation is rehearsed.  

2.2 Oral presentation is appropriately delivered, on a 

researched topic of interest.  

2.3     Questions following the oral presentation are answered.  

 

RANGE AND CONTEXT 

Variable Range 

Audience  

May include: 

- Fellow classmates, Trainers 
- Colleagues 
- Potential customers 

Topic  

May include: 

- Recommended destinations  
- Range of accommodation 
- Food (How chocolate is made) 
- Superior customer service 
- Handling complaints 

                                                           

2
 This competency is subject to revision based on the need/demand of the local industry. 
 Bold and Italicized terms are elaborated in the Range and Context. 
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- Occupational health and safety issues 

Relevant information 

Refer to: 

- Selecting material that is relevant to the purpose of the 
talk and the audience 

- Explaining technical terms  

Deliver an oral presentation 

Refers to: 

- Having content that is interesting and relevant 
- Speaking clearly, audibly, having correct pronunciation and 

avoiding repetition 
- Having eye contact with the audience, not focusing on one 

person 
- Referring to notes not reading from them 
- Using accurate grammar, such as linked sentences to 

convey ideas in a consistent tense (past, present, future); 
using a wide range of vocabulary; using complete 
sentences; avoiding using too many adjectives 

- Presentation content is organised and has a logical 
structure (i.e. Has an introduction, body and conclusion) 

- Paying attention to body language and gestures that may 
be distracting to the audience 

- Answering questions clearly, succinctly and directly with 
responses that address the questions 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

-  Select an appropriate topic suitable for a particular audience  

 Locate and research information for a short oral presentation  

 Deliver a five-minute oral presentation that is based on a 

researched topic, is easy to follow and maintains audience 

interest  

 Organise talk in a logical fashion 

 Use accurate grammar  

 Use a wide range of vocabulary  

 Link sentences effectively to convey ideas  

 Answer questions following the oral presentation with 

responses that address the questions 

 Gather audience feedback and reflect on it for future talks  

 Reflect on feedback given from peers on the oral presentation 

Evidence may be collected through assessment methods such as: 

Observation of practical candidate performance 

Role plays 

Oral questions 

Follow up feedback checklists 

Written reflections on oral presentation 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-215B1  

Competency Unit                     : READ GENERAL INFORMATION TEXTS OR MEDIA 

Unit Descriptor                         : This unit deals with the skills and knowledge required to 

read general information texts or media in the 

workplace. 

Competency Level  : Level 2 

Version No. : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-215B1 

Competency Unit Title: READ GENERAL INFORMATION TEXTS OR MEDIA 

Competency Elements 

 

This competency unit consists in the following element: 

 

Element 1: Identify the purpose of general information texts or media 
 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Identify the purpose of 

general information texts 

or media 

1.1  Informative texts or media are identified 

1.2  Persuasive texts or media are identified 

1.3  Instructional texts or media are identified 

1.4  Descriptive texts or media are identified 

RANGE AND CONTEXT 

Variable Range 

Informative texts or media Refer to any type of writing and may include: 

- Articles in newspapers and magazines 

- Factual information, presented with a high degree of 

formality, infrequent use of personal pronouns and 

common use of the passive voice 

- General books and textbooks 

- Manuals and handbooks 

- Brochures and advertisements 

- Promotional letters and emails 

- Recipes and menus 

- Timetables, weather maps, simple mathematic operations 

- Information from websites or CD ROMs 

Persuasive texts or media Aim to convince you to do something 

Features of this text type may include: the use of future forms of 

the language, capitals, exclamation marks, rhetorical questions 

and one-sided arguments 

Instructional texts or media Give information on how to do something 

Features of this text type may include: 

- The use of imperatives 

- Second person pronouns 

- Modals such as must, need and should 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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Descriptive texts or media Describe numerous things 

Features of this text type may include: 

- The use of adjectives and adverbs 

- Comparatives and superlatives 

- Vocabulary which appeals to the five senses 

EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

-  Identify informative, persuasive, instructional and 

descriptive text types 

 Apply skim reading skills to get the gist or main idea of a 

text 

 Apply scan reading skills to locate specific information in a 

text 

 Apply critical reading skills through analysing, evaluating 

and synthesizing the content of general information texts  

 Analyse the text for bias and exaggeration 

 Evaluate the accuracy of a text 

 Synthesize all the information contained in a text 

Evidence may be collected through assessment methods such as: 

Observation of practical candidate performance 

Case studies 

Project and assignment work  

Oral and/or written comprehension questions 

Multiple choice questions 

Summary writing 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-216B1 

Competency Unit                     : PERFORM BASIC FIRST AID PROCEDURES 

Unit Descriptor                         : This unit covers knowledge, attitude and application of 

skills in the performance of basic First Aid Procedures as 

per specifications. 

Competency Level  : Level 2 

Version No. : 1 

Date    : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-216B1 

Competency Unit Title: PERFORM BASIC FIRST AID PROCEDURES 

Competency Elements 

This competency unit consists in the following elements: 

Element 1: Assess the situation 

Element 2: Apply basic first aid techniques 

Element 3: Communicate details of the incident 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Assess the situation 

1.1 Physical hazards to own and others' health and safety are identified. 

1.2  Immediate risk of the casualty to self and others’ health and 

safety are minimized; hazards are controlled in accordance 

with accepted practice. 

1.3 Casualty's vital signs and physical condition are assessed in 

accordance with accepted practice. 

2. Apply basic first aid 

techniques 

2.1 First aid management is provided in accordance with 

established first aid procedures and available resources and 

equipment. 

2.2 Casualty's condition is monitored and appropriately 

responded to, in accordance to the accepted first aid 

principles and enterprise guidelines. 

2.3  First aid assistance is sought from others in a timely and 

appropriate manner. 

3. Communicate details of 

the incident 

3.1   Appropriate medical assistance is requested using the most 

relevant and appropriate communication mechanism. 

3.2  Details of casualty's condition and first-aid management 

activities are conveyed to emergency services or relieving 

personal. 

3.3  Reports to supervisors are drafted in a timely manner, presenting 

all relevant facts, according to enterprise guidelines. 

 

RANGE AND CONTEXT 

Variable Range 

Physical hazards 

May include: 

- Workplace hazards: machinery, equipment, environment 

- Hazards associated with casualty management processes 

(fight, bites, hair grapping) 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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- Bodily fluids 

- Risk of further injury to the casualty 

Casualty's vital signs and 

physical condition 

Managed by observing the following: 

- Response (conscious or unconscious) 

- Airways (blocked, likely to become blocked) 

- Breathing (regular, irregular, possible problem with lungs) 

- Circulation (pulse, heart-beat), Racing pulse 

- Possible neck or back injury 

- Shock 

- Allergic reactions 

- Bleeding 

- Management of external bleeding and shock 

- Management of minor wounds and infection control 

- Management of venomous bites and 

stings/poisons/allergic reactions including anaphylaxis 

- Management of fractures 

- Management of head and spinal injuries 

- Management of airways including asthma 

First aid management 

May include : 

- Resuscitation techniques 

- CPR Technique 

- Bleeding and wound care 

- Burns and scalds care 

- Infection control 

- Bandaging/splinting 

First aid assistance 

May include: 

- Obtaining co-worker support 

- Obtaining support from designated first aider 

- Requesting emergency services assistance 

- Requesting medical assistance 

Details 

May include: 

- Casualties condition 

- Location 

- Assistance provided 

- Number of casualties 

- Assistance required 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 How to assess the situation in 

accidents 

 How to apply first aid techniques 

 How to communicate details of the 

incident 

 Identify hazards and assess casualty's vital signs 

 Perform basic first aid procedures 

 Perform recording and reporting incident 

 Perform request to appropriate medical 

assistant 

Evidence may be collected through assessment methods such as: 

Observation of the candidate's practical performance 

Practical exercises 

Oral and written questions 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

 

Industry   : HOTEL & TOURISM INDUSTRY 

Occupation Title  : BAKERY AND PASTRY STAFF 

Competency Unit Code : HT-BPS-217B1 

Competency Unit                     : PERFORM CHILD PROTECTION DUTIES RELEVANT TO THE 

TOURISM INDUSTRY 

Unit Descriptor                         : This unit deals with skills and knowledge required to 

understand the issue of child sexual exploitation by 

tourists and apply simple protective measures which are 

applicable and appropriate for staff working in the hotel 

and travel industries. 

Competency Level   : Level 2 

Version No.                                : 1 

Date     : January 2019 
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NATIONAL OCCUPATIONAL COMPETENCY STANDARD 

Competency Unit Code: HT-BPS-217B1 

Competency Unit Title: PERFORM CHILD PROTECTION DUTIES RELEVANT TO THE TOURISM  
        INDUSTRY 

Competency Elements 
 

This competency unit consists in the following elements: 
 

Element 1:  Identify the issue of sexual exploitation of children by tourists 

Element2: Describe national, regional and international actions to prevent the sexual 
exploitation of children by tourists 

 

DESCRIPTIONS OF COMPETENCY ELEMENTS 

Competency Elements Performance criteria 

1. Identify the issue of sexual 

exploitation of children by 

tourists or any other 

person 

1.1 The problem of child sexual exploitation by tourists 

(otherwise known as child-sex tourism) is understood and 

defined. 

1.2 The impact of child sexual exploitation on children, 

communities and the hotel is described. 

1.3  Suspicious behaviours that may be exhibited by child sex 

tourists are identified. 

2. Describe national, 

regional and international 

actions to prevent the 

sexual exploitation of 

children by tourists 

2.1 Existence and general content of the United Nations 

Convention on the Rights (UNCRC) of the Child and the 

main UN Articles relating to the rights of all children to be 

safe from sexual exploitation is mastered. 

2.2  National, regional and international initiatives to prevent 

the sexual exploitation of children by tourists are 

examined . 

2.3  Reporting mechanisms if suspicious behaviour is observed 

are identified. 

 

RANGE ANT CONTEXT 

Variable Range 

Tourists 

Refer to: 

- International / Domestic tourists 
- Business travellers, Expatriates 
- Men/women 
- Young / elder people 
- Highly / poorly educated 
- Single / married people 

                                                           

 Bold and Italicized terms are elaborated in the Range and Context. 
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- Wealthy travellers / budget backpackers 

Child sex tourism 

May include: 

- Child sex tourism 
- Child pornography 
- Child prostitution 
- Child sexual abuse 

Impact of child sexual 

exploitation 

May include: 

- Impact on children: physical, psychological, social and 
development 

- Impact on communities: 
o escalation of community’s fear and mistrust of 

tourists 
o diminished reputation of community as a tourism 

destination resulting in fewer tourists and 
negative repercussions for local employment and 
the economy 

- Impact on the hotel and travel industries: responsible 
tourists are discouraged from visiting, therefore reducing 
jobs and income for staff in the hotel and travel industries 

Suspicious behaviours 

May include: 

- Tourist taking local children to their hotel room, a 
restaurant/café/bar, a private place or an excursion/outing 

- Tourist being very affectionate with local children 
- Tourist touching local children inappropriately 
- Tourist giving excessive gifts or money to local children 
- Tourist asking hotel and travel staff where they can locate 

children for sex 
- Tourist leaves sexually explicit images of children in their 

hotel room, or views sexually explicit images of children at 
an internet café 

UN Articles relating to the 

rights of all children to be 

safe from sexual 

exploitation 

Relate to: 

- Specific Articles in the United Nations Convention on the 
Rights of the Child which refer to child sexual abuse 
including Articles 19, 34 and 36 

National, regional and 

international initiatives 

May include: 

- Tourism policies and codes, Rules and regulations 
- Legal provisions, national legislation, extra-territorial 

legislation 
- Public education campaigns 
- Training for the hotel and travel industries 

Reporting mechanisms 

May include: 

- Reporting to line management at the place of employment 
- Local and national reporting hotline phone numbers 
- Local authorities 
- International police law enforcement websites 
- Non-government organizations 
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EVIDENCE GUIDE 

Underpinning knowledge Underpinning skills 

 National, regional and international 

actions to prevent the sexual 

exploitation of children 

 Sexual exploitation of children which 

can occur in the local industry  

 Issues of sexual exploitation of children 

by tourists, Negative impact of child 

sexual exploitation in tourism 

destinations 

 Suspicious behaviors which may be 

exhibited by child sex tourists 

 Actions that can be implemented by 

staff working in the hotel and travel 

industries which can prevent the sexual 

exploitation of children by tourists 

 Observe and identify potential exploitations 

 Handle related problem that occurred and 

be able to report to superiors 

 Participate in preventing sexual exploitation 

of children within the workplace or industry 

Evidence may be collected through assessment methods such as: 

Case studies, Project and assignment work  

Oral and/or written questions 
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