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PASSING Unit Resources and User Guide

LANE
INTRODUCTION

Passing Lane Pty Ltd is pleased to introduce your school/institution to our vocational education and training unit
resource packages.

SIT20316 - Certificate |l in Hospitality
(Food and Beverage)

This document outlines the licensing terms and conditions of the unit resource packages.
It also provides basic information on how to use the materials.

Should you have any further questions or require any additional information do not hesitate to contact Passing
Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922

Telephone 1 300 64 98 63
Facsimile 1 300 64 98 64

Email info@passinglane.com.au

Web www.passinglane.com.au
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INTRODUCTION-CONT’'D

The Student/Trainee and the Teacher/Trainer manuals are developed to provide training content that addresses the
specific ‘Unit of Competency’ as outlined on the following pages.

This unit manuals can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet the
'Packaging Rules’ of a particular Australian Training Package Qualification.

This resource has been designed to be delivered in a form that is conducive to the learning environment including:

#* Online delivery

% Classroom delivery

% On the job training
The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as well as
reduces the need to scroll down pages. Documents can be easily printed if the learning environment requires the student
or trainee to have hard copies of the learning materials.

The Student/Trainee and the Teacher/Trainer manuals are Portable Document Files (PDF) and are opened using Adobe

Reader.

Adobe:PDF

[]

ADOBE" READER’

The latest Acrobat Reader software is available at no charge from the website http://get.adobe.com/reader/
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INTRODUCTION—CONT'D

The Student/Trainee and the Teacher/Trainer manuals can be used on both PC and MAC platforms.

Generally, the materials are easily exported to most learning platforms.

The materials can also be printed and bound and handed out as hardcopies to each student or trainee.

SIT - Tourism, Travel and Hospitality Training Package

SIT20316 - Certificate Il in Hospitality
(Food and Beverage)

Unit
SITXFSA001

Use hygienic practices for food safety

If your institution purchased the materials on DVD, it is recommended that the master DVD be copied on to a network and/or a
teacher’s notebook computer and the master DVD then stored in a secure location.
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MATERIALS CONTENT

The title page of both the Student/Trainee and the Teacher/Trainer manuals specify 1) the training package it
has been developed for, 2) the qualifications which the content in each manual has been written for and

3) the specific unit the content is addressing.

SIT - Tourism, Travel and Hospitality Training Package k

SIT20316 - Certificate Il in Hospitality 4
(Food and Beverage)

Unit
SITXFSA0071 <mum

Use hygienic practices for food safety
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MATERIALS CONTENT—CONT’D

The beginning of both manuals is the 1) ‘Unit of Competency Overview’ page, which aligns directly with the endorsed ‘Unit
of Competency’ in the training package.

This page is to let the readers know what the materials in the manuals are addressing.

PASSING I SUNS————

LANE SITXFSAOM Use hygienic practices o food safy Dte ths document vas generaed: | Aprd 2016

UNIT OF COMPETENCY OVERVIEW

The fellowing pages are extracts from Training.gov.au websie and cutlines this specific Unit of Competency’ Unit Sector
Inciuding the ‘Elements’ and the ‘Performance Criteria”. The confent within this manual has been developed to

address thés unit. Cross-Sector

SITXFSADN - USE HYGIENIC PRACTICES FOR FOOD SAFETY
Elements and Performance Criteria

ELEMENT j FERFORMANCE CRITERIA ]
T ELEMENTS PERFORMANCE CRITERIA
1.1 Follow organsational trygene procedures.
Lok Jumme ronssires and 1.2 ot drwale pruchons i bl it prowpty p— Eements describe the essential  Performance criteria describe the performance needed to
i hazands that ma 1 the Pt ard sabety of Cussiomers, an
14 Romoys or mimise e M;“rwxumreooﬂ o oot o olow ko, denmnstiste achisversrt. of the, elent.
i l. Follbw hygene procedures  1.1.Follow organisational hygene procedures.
21 Foepont personal healih soues Fiefy 10 couse o hygent sk denti - -
2 any persanal 33 Repon ncidents of and dentify food hazards 1.2.Report unsafe practices that breach hygiene procedures
23 Cedse partcipation i food handling actitess whre own health issie may couse food promptly.
tion
1.3 Identify food hazards that may afiect the health and
safety of customers, colleagues and self
3.1 Masntun clean clothes, wear g, and onily use organ 2 B 5
30;:;-@:1 bandages and dressings I.4.Remove or mnimise the hygiene hazard and report as
1. Prevent food contamination 2 Prevent locd contaminaton from cloffrg and other fiems wom < 3
;Szrmnl sy dyect cm.m:‘m';;mm&mq s appropriate for Dllow-up.
4 ontact and ontact ¢ i .
2 Fs S Dl o B e ol Lot 2. Report any persoral health 2.1 Report persoal heath issues lkely to cause a hygiene
ESUEs. risk.
&, Preve by ) and follow 2.2.Report ncidents of food contamination resulting fom
washing hands -I?W.'nhl‘\.ndswmwnon‘huhﬁ personal health ssues
e — | ] 2.3 Cease participation in food handling activities where
1 own health ssue may cawse fbod contamimation.
m 3. Prevent fbod contammation. 3.1 Mamtain clean clothes, wear requred personal
protective clothng, and only use organsation-approved
=R bandages and dressis.

3.2 Prevent food contamination from clothng and other
items wom.

3.3 Prevent unnecessary direct contact with ready to eat
food.

3.4.Ensure hygienic personal contact with food and fbod

contact surfaces.
3.5.Use hygienic cleanng practices that prevent food-bome
illnesses.
4. Prevent cross-contamination  4.1.Wash hands at approprate times and follow hand
by washing hands washing procedures consistently.

4.2 Wash hands using appropriste ficlities

Approved Page3of4
© Commomwealth of Autrala, 116 Service Scills Australia
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MATERIALS CONTENT—CONT’D

The manuals contain detailed information aligned specifically to the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’.

The 1) Table of Contents for both manuals show that each section title is the 2) ‘Unit of Competency’ ‘Element’.

1 SITXFSADM Use by gienic practices e food sy Date this document was generaied | April 2016
TABLE OF CONTENTS ‘
Ind
Introduction Page 5 Unit Sector
Cross-Sector
Unit of Competency Overview Page &
Section One P
/ Fallow hyglene procedures and identify food hazards Page 8 Elements and Performance Criteria
2 — Section Two ELEMENTS PERFORMANCE CRITERIA
Report any personal heaith issues Page 27
Elements describe the essential ~ Performance criteria describe the performance needed to
Section Three 4 e Fihe ek
Prevent food confaminatin Page 37 ouicomes. emomstrate achevement of element.
I. Follbw hymene procedures  1.1.Follow organisational hygene procedures.
Section Four e
Prevent cross-contamination by washing hands Page 58 and dentify food hazards. 1.2.Report unsafe practices that breach hygiene procedures
promptly.
Self Assessment Page 63 1.3 Identify food hazards that may affect the health and
safety of customers, colleagues and self
1.4 Remove or minimise the hygiene hazard and report as
appropriate for Dlow-up.

2. Report any persoral health 2.1 Report persoral health isstes likely to cause a hyziene
T S S —— fios e ik
2.2.Report ncidents of food contamimation resulting from
Section One 2 maeges
2 2 3 Cease participation n food handling activities where
own health Ssue may cawse fbod contamination.
3. Prevent food contamination 3.1 Maimtain clean clothes, wear required persoral
protective clothmg, and only use organsation-approved
bandages and dressings.

1 32 fbod ion from clothng and othel
Follow Hygiene Procedures T Trr
H 3.3.Prevent ¢ drect contact with ready io eat
and Identify Food Hazards e e R e
3.4.Ensure hygienic personal contact with food and fbod
contact surfaces.
3.5.Use hygeenic cleanng practices that prevent food-bome
illnesses.
4. Prevent cross-contamination 4.1 Wash hands at approprate times and llow hand
by washing hands. washing procedures consistently.

42 Wash hands using appropraate ficiities

Aproved Page Sofd
© Commonwesth of Autrala, 2016 Service Skills Australia
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MATERIALS CONTENT—CONT'D

In each section the content is broken down into sub-sections and the titles for each sub-section is the same as the
1) ‘Element’s’ ‘Performance Criteria’.

R

Section One

Follow Hygiene Procedures
and |dentify Food Hazards

SITXFSADD Use hygienic practices for food sty Date ths document was generatedt: | April 2016

SITIFSADO1 - Lise hygenic pracices |a1mwm Unit Sector

Cross-Sector
FOLLOW ORGANISATIONAL HYGIENE PROCEDURES

o i in a workplace are those that are generally refated to the

p ragulations. in this
case food safety,

Elements and Performance Criteria

Food safety laws in Australia are based on the Australia New Zealand Food Standards Code (ANZFSC) which became the 1 \ RN FEHPORMANCE CRETERIA
uriform Code goveming both countries. The Food Standards Code s divided into 4 chapters. Chapler 3 - Food Safety only

applies in Australia.
~
@ FOODses

describe the essential ~ Performance criteria describe the performance needed to
. demonstrate achievement of the element

It states e s Range i - Akinernises ma dassaras , 1.1 Follow organisational hygiene procedures
This Standard is based upon the principle that food safety is best ensured through the identification and and dentify ©od hazrds. 1.2 Report unsafe practices that breach hygiene procedures
contrel of hazards in the production, manufacturing and handiing of food as described in the Hazard Analysis promply.
and Critical Control Point (HACCP) system, adopted by the joint WHO/FAO Codex Alimentarius Commission, ; 1 It
rather than refying on end product standards alope. This standard enables States and Territories to require 13 ld;:fy fm ks 'l:I s Hf;[ ?F b
food businesses to implement a food safely program based upon the HACCP concepls. The food safety sakly of stoneys,: coleagmes o
program is 1o be implemented and reviewed by the food business and is subject to periodic audit by a suitably 1.4 Remove or mnimise the hygiene hazard and report as
qualified food safety auditor. approprate for Blow-up.
It is up to the State and local governments to enforce the standards through their own laws. 2. Report any personal health  2.1.Report personal health ssues Ik
ESUES. sk,

In addition to the Food Standards Code. the State laws require food 1o be:

Produced or prepared properly and safedy
Unadulterated (changed, diluted)

Accurately labelled or described

Handled using approved hygienic procedures

22
n
=
=
=

Each State Pariament has the power to pass legislation on any Food Safety matter, as long as they do not contradict existing
Federal laws.
m Each State and Territory has adopted the Food Standards Code by enacting their own legislation. Even though the Australian

Food Standards Council has been set up under Commonwealth Acts, it is the function of the State to administer and enforce the
m provisions of their own Food Acts. Each State has its own regulatory system for enforcing laws. codes. regulations. byJaws and
ordinances.

The manual’s information is supported with graphics, charts, tables, photos and drawings.
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MATERIALS CONTENT-CONT'D

As earlier mentioned, the materials are vocational education and training unit resources in the form of Student/Trainee and
the Teacher/Trainer manuals.

We will go through each in more detail.
STUDENT/TRAINEE MANUAL
The ‘Student/Trainee Manual’ could be likened to a textbook.

The manuals contain detailed information aligned specifically the ‘Unit of Competency’ and the unit’'s ‘Elements’ and
‘Performance Criteria’ and are supported with graphics, charts, tables, photos and drawings.

The manuals contain a series of ‘Learning Activities’.

Each learning activity is identified with the following icon.

— =R R Learning

Task
LEARNING ACTIVITY ONE

Activity

To reiriorce tha hand washing sheps, piace Tw niame of 8ch siec n e A provided.
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MATERIALS CONTENT-CONT'D

Learning activities come in the following forms.
# Questions
% Research
% Tasks
% Interviews
Questions
Questions would relate to the information presented on previous pages.

Research

This type of learning activity would require the student or trainee to locate information by using research methods. The
information they would be required to locate would be in line and/or support the information that the manual had outlined in

previous pages.
Learning
Activity

Research
Tasks

This learning activity type would require the student/trainee to actually do or undertake something and would be reinforcing
the knowledge they have gained from reading the manual’s previous pages.

Interviews

This learning activity type would require the student/trainee to interview person(s) in an actual workplace environment or a
person(s) who are experienced in the industry sector which the student/trainee is currently undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed under the
learning activity icon.

Copyright
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MATERIALS CONTENT—CONTID

The learning activities in the Student/Trainee manuals are ‘Form Enabled’ so that if the resources delivered are online, the
activities can be filled in using the computer keyboard.

The student or trainee would simply place the cursor in the field and click once with the mouse.

Seconds later the blue colour disappears and the student enters his/her answers into the field .

SITXFSACD! - Use hygeene practices for lood sality

Learning
Activity
Task
LEARNING ACTIVITY ONE —

To reinforce the hand -\asr.n; steps. place the name of each step in he area proviced.
Answers in the field... *

L T S R X

When the student or trainee leaves the filled in field to move on to the next field, the previous field returns to a blue colour.

IT 1S VERY IMPORTANT THAT THE MANUAL IS SAVED REGULARLY.

It is recommended that the student or trainee set up a ‘Student/Trainee’ folder on their computer and saves their manuals
to that folder.

The ‘first’ SAVE will have the software will ask if you wish to replace the file and the student/trainee would click YES.
Saving does not prevent the student or trainee from going back to previous fields to make changes.

After the ‘first’ SAVE, the student or trainee would need to use the ‘SAVE AS’ function.
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MATERIALS CONTENT—CONT'D
Self Assessment
At the end of each manual is a series of questions that the student or trainee should review and answer.

This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood
the information that was presented in the manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.

TEACHER/TRAINER MANUAL
The Teacher/Trainer manuals have exactly the same content as the Student/Trainee manuals.
The only differences are the explanatory introduction pages and after each learning activity there are ‘Teacher/

Trainer Guidance Notes'. These provide the answers to the ‘Learning Activities’ as well as some notes on how
to assess the student/trainee’s submission to each learning activity.

Learning
Activity
Task

LEARNING ACTIVITY ONE

To reinforce the hand washing steps. place the name of each slep in Me area provided.

\ O

=
\ A AR DU Hore

L T S R X

-\\--f;/// "l\ oy
Q =

1) Food praparafion surlices shoud be brushed. scraped or Wik §3 iscess any 468 o fasd pardiien
) Dosn kel hot water nss 19 oy onaned 18 1ond parices

ol 8 g Bt
Aot or S5ah Can carTy Bactens
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LANE
LICENCE OVERVIEW

The Passing Lane licence agreement frees the school, TAFE, and other training organisations of the burden of copyright
restrictions.

Under the Passing Lane licence agreement the materials may be ‘loaded’ on to secure school/institution
networks, secure web servers, learning platforms and/or teacher notebook computers and have ‘no restrictions
as to the number of students’ accessing and using the materials.

Also, there is ‘no restriction’ to the licenced school/institution as to how many ‘printed copies’ can be made of the
materials.

DVD or CD copies of the materials may not be done under any circumstances.

If your institution purchased the materials on DVDs, copies for lost or damaged DVDs may be obtained by
contacting Passing Lane.

Generally, there is no charge for replacement DVDs that are within a current license period.

All materials purchased are registered in the name of the institution purchasing the materials.

The materials are not transferable without written consent by Passing Lane.

All materials have a three year expiry date from date of purchase after which this licence will expire.

All licences are renewable for a fee or automatically renewed for a full licence period when an available upgrade
is purchased.
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LICENCE OVERVIEW—CONT’D

Passing Lane will send out a notice to the school/institution informing them of the pending expiry of the licence
and the cost of renewing the licence.

Should the school/institution not renew the licence, the materials must not be used and all materials removed
from websites, networks and learning platforms.

All Passing Lane materials are protected under the Australian “Copyright Act of 1968” (including any amendments and
subsequent amendments).

The use of Passing Lane materials without a valid licence breaches the copyright laws and Passing Lane retains
the right to seek any compensation available under the copyright law.

Should your school or institution have any further questions or require any additional information about the
licensing arrangements do not hesitate to contact Passing Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922

Telephone 1 300 64 98 63
Facsimile 1 300 64 98 64

Email info@passinglane.com.ai
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LANE
MATERIAL MODIFICATIONS

The Passing Lane licence agreement allows the Passing Lane materials to be modified or contextualised to suit the
teaching/training environment.

This includes adding or deleting written content, adding school or institution’s logos and adding your own pictures or
graphics.

Graphics, pictures or illustrations in the original materials can be removed ,but not used elsewhere or modified.

The PDFs can be converted to WORD files using PDF conversion tools that are readily available on the market.
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LANE
UPDATES AND UPGRADES

On occasions the training packages will be updated and if the updates are minor, Passing Lane updates the materials and
the updated materials are provided free to those holding a current user licence.

If the training package changes are substantial, Passing Lane will update the materials.

However, there would be a small upgrading fee charged to those schools or institutions wanting to upgrade their
materials.
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