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APPROVING AND PROMULGATING THE AMENDED TRAINING REGULATIONS
FOR FRONT OFFICE SERVICES NC Il and EVENTS MANAGEMENT SERVICES NC
n

WHEREAS, TESDA Board Resolution No. 2013-17 on “Approving the
Amendmenits for the following existing Training Regulations for Front Office Services NC
il, Travel Services NC ll, Tour Guiding Services NC I, Food and Beverage Services NC
I, Food and Beverage Services NC Ill, Barista NC Il, Bartending NC I, and
Housekeeping NC 11" was issued last 17 December 2013 during the 87" TESDA Board
Meeting;

WHEREAS, TESDA Board Resolution No. 2007-41 “Approving and
Promulgating the Training Regulations for Housekeeping NC 1li, Housekeeping NC IV,
Events Management Services NC Hi, Attraction and Theme Parks Operations NC Il, and
Tourism Promotion Services NC II” was issued last 22 November 2007 during the 58"
TESDA Board Meeting:;

WHEREAS, it is the policy of TESDA to review after three (3) years any Training
Regulations (TRs) promulgated by the TESDA Board and in view as well of the
implementation of Mutual Recognition Arrangements (MRAs) for tourism qualifications in
the ASEAN region;

WHEREAS, the Tourism Industry Board Foundation, Inc. with the assistance of
Qualifications and Standards Office (QSOQ) of TESDA, has reviewed and recommended
to amend the existing Training Regulations for Front Office Services NC Il and Events
Management Services NC Ill to respond to the current skills requirements of the industry
with its new technologies and industry manpower set-up and recommended
amendments;

WHEREAS, during the 161" Standards Setting and Systems Development (SSSD)
Committee Meeting held on 31 January 2024, the Committee deliberated and agreed to
endorse for approval of the TESDA Board the amendments to the said TRs for Front
Office Setvices NC Il and Events Management Services NC lll, which is attached as
Annex “A”, Annex “B” and made an integral part of this Resolution; w
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NOW, THEREFORE, BE IT RESOLVED AS IT IS HEREBY RESOLVED, that

the TESDA Board in its meeting today, 21 February 2024 at 1:30 P.M. has approved and ‘(ﬁ
promulgated the aforementioned amendments in the Training Regulations for Front

Office Services NC Il which appears in Annex “A”, and Events Management Services NC
Ill, which appears in Annex “B”, as herein appended;

BE IT RESOLVED, FINALLY, that:

(1) Copy of this Resolution and the abovementioned Training Regulations be
published in the Official Gazette or in a newspaper of general circulation, and
disseminated to all concerned, and the same shall be effective fifteen (15) days upon

publication;
(2) All programs to be registered under this new Training Regulations must

comply with the requirements of the aforementioned Training Regulations. The
registration under this new Training Regulations shall commence on the date of
effectivity as indicated in the Implementing Guidelines/TESDA Circular for the
deployment of the Training Regulations to be issued by the TESDA Secretariat; and

(3) Graduates of TVET programs covered by the aforementioned Training
Regulations shall be required to undergo mandatory assessment under the national
assessment and certification program.

Adopted this 21st day of February 2024.

SEC. BIENVENIDO E. LAGUESMA SUHARTO T. MANGUDADATU, Ph.D.

DOLE Secretary and Secretary/Director General TESDA
TESDA Board Chairperson

f Department of Labor and Employment
.l Office of the Secrelary
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MR. RAMON R. DE LEON MR. ELIO J. CHAVEZ, JR.
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Prepared by:
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Secretary VI
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ANNEX A

AMENDMENT ON TRAINING REGULATIONS FOR

FRONT OFFICE SERVICES NC I
Existing Promulgated Training Regulations Amendments
(Board Resolution No.2013-17)
Qualification Title
Front Office Services NC Il Front Office Services NC i
Job Title

+ Front Office Agent

+ Front Office Agent
+ Reservation Agent
s+ Porter

« Concierge

Section 1 - Definition of the Qualification

The Front Office Services NC Hl Qualification
consist of competencies that a person must
possess in order to be able to conduct the process
of making a reservation, registering and checking-
in and checking-out a guest in commercial
accommodation establishments.

The Front Office Services NC Il Qualification
consists of competencies that a person must
possess in order to be able to conduct the process
of reservation, check-in, stay-over and check-out
of a guest in commercial accommodation
establishments.

Section 2- Competency Standards

Basic Competencies

Participate in workplace communication
Work in team environment

Practice career professionalism

» Practice occupationa! health and safety
procedures

Si m nci

« Participate in workplace communication

* Work in a team environment

+ Solve/address general workplace problems

Develop career and life decisions

Contribute to workplace innovation

Present relevant information

Practice occupational safety and heaith policies

and procedures

o Exercise efficient and effective sustainable
practices in the workplace

» Practice entrepreneurial skills in the workplace

. & @

Common Competencies

« Develop and update industry knowledge
* Observe workplace hygiene procedures
+ Perform computer operations

e Perform workplace and safety practices
» Provide effective customer service

Common Competencies

Develop and update industry knowiedge
= Observe workplace hygiene procedures

¢ Perform computer operations
+ Perform workplace and safety practices
« Provide effeciive customer service

Core Competencies

e Receive and process reservations
o Operate computerized reservations system

Core Competencies

o Receive and process reservations
» Operate computerized reservations system




Provide accommeodation reception services
Conduct night audit

Provide ciub reception services

Provide concierge and bell services
Provide cashiering services

* Provide accommodation reception services
» Provide concierge and bell services
¢ Provide cashiering services

Section 3 - Training Standards

Section 3 ~ Training Arrangements

These guidelines are set to provide the Technical
and Vocational Education and Training (TVET)
providers with information and other important
requirements to consider when designing training
programs for Front Office Services NC |1

They include information on cumiculum design,
training delivery, trainee entry requirements, tools
and equipment, fraining facilities, and trainers’
qualifications, among others.

3.1 Curmricuium Design

Course Title: FRONT OFFICE SERVICES
NC Level: NC i}

Nominal Training Duration:
18 hours (Basic)

24 hours (Common)

400 hours (Core)

Course Description:

This course is designed to enhance the knowledge,
skills and attitude of Front Office personnel in
accordance with industry standards. it covers the
basic, common and core competencies on receiving
and processing reservations, operating a
computerized reservation system, providing
reception and accommodation services, conducting
night audit, providing club reception services and
providing porier services.

These standards are set to provide technical and
vocational education and training {TVET) providers
with information and other important requirements to
consider when designing training programs for
FRONT OFFICE SERVICES NC Il

3.1 CURRICULUM DESIGN

TESDA shall provide the training on the development
of competency-based curricula to enable training
providers develop their own curmricula with the
components mentioned below.

Delivery of knowledge requirements for the basic,
common and core units of competency specifically in
the areas of mathematics, scienceftechnology,
communicationflanguage and other academic
subjects shall be contextualized. To this end, TVET
praviders shall provide Contextual Leamning Matrix

{Ci.M) to accompany their curricula. ]

Course Titie: FRONT OFFICE SERVICES
NC Level: i}

Nominal Training Duration:
37 Hrs. (Basic)

" 28 Hrs. {(Common)

231 Hrs. (Core)
296 Hours

148 Hours - Supervised Industry Leaming (SIL)

Course Description:

This course is designed to provide the leamer
knowledge, practical skills and atfitude, applicable
in performing work activities involve in receiving and
processing reservations, operating a computerized
reservation system, providing accommodation
services, providing concierge and bell services and
providing cashiering services. This includes
classroom learning activities and practical work in
actual work site or simulation area.

Upon completion of the course, the leamers are
expected to demonsiraie the above- mentioned
competencies 10 be employed. To obtain this, all
units prescribed for this qualification must be
achieve.




3.2 Training Delivery

1. The delivery of training shalt adhere to the design

The delivery of training should adhere to the of the curriculum. Delivery shall be guided by the

design of the curriculum. Delivery should be guided

by the 10 basic principles of the competency-based

TVET.

¢ The training is based on curriculum developed
from the competency standards;

« Leaming is modular in its structure;

« Training delivery is individualized and self-
paced;

« Training is based on work that must be
performed;

» Training materials are directly related to the
competency standards and the curriculum
modules;

« Assessment is based in the collection of
evidence of the performance of work fo the
industry required standard;

e Training is based both on and off-the-job
components;

« Allows for recognition of prior learning (RPL) or
current competencies;

o Training allows for multiple eniry and exit; and

¢ Approved training programs are Nationally
Accredited

The competency-based TVET system recognizes
various types of delivery modes, both on and off-
the-job as long as the learning is driven by the
competency standards specified by the industry.
The following training modalities may be adopted
when designing training programs:

e« The dualized mode of ftraining delivery is
preferred and recommended. Thus, programs
would contain both in-school and in-industry
training or fieldwork components. Details can be
referred to the Dual Training System (DTS)
Implementing Rules and Regulations.

« Modular/self-paced leaming is a competency-
based training modality wherein the trainee is
aliowed to progress at his own pace. The trainer
just facilitates the training delivery.

e Peer teaching/mentoring is a training modality
wherein fast ieamners are given the opportunity
to assist the slow leamners.

« Supervised industry training or on-the-job training
is an approach in training designed to enhance
the knowledge and skills of the trainee through
actual experience in the workplace to acquire
specific competencies prescribed in the training
reguiations.

principles of competency-based TVET.

a. Course design is based on competency
standards set by the industry or recognized
industry sector; (L.earning system is driven by
competencies written to industry standards)

b. Training delivery is leamner-centered and should
accommodate individualized and self- paced
learning strategies;

c¢. Training can be done on an actual workplace
setting, simulation of a workplace and/or
through adoption of modern technology.

d. Assessment is based in the collection of
evidence of the performance of work to the
industry required standards;

e. Assessment of competency takes the trainee’s
knowiedge and attitude into account but
requires evidence of actual performance of the
competency as the primary source of evidence.

f. Training program allows for recognition of prior
learning (RPL) or current competencies;

g. Training completion is based on satisfactory
completion of all specified competencies.

. The competency-based TVET system recognizes

various types of delivery modes, both on-and off-
the-job as long as the leaming is driven by the
competency standards specified by the industry.
The following training modalities and their
variations/components may be adopted singly or
in combination with other modalities when
designing and delivering training programs:

2.1 Institution- Based:

e Dual Training System (DTS)/Dualized
Training Program (DTP) which contain both
in-school and in-industry training or
fieldwork components. Details can be
referred to the Implementing Rules and
Regulations of the DTS Law and the
TESDA Guidelines on the DTP;

Distance leaming is a formal education
process in which majority of the instruction
occurs when the sfudents and instructor
are not in the same place. Distance learning
may employ correspondence study, audio,
video, computer technologies or other
modem technology that can be used to
facilitate learning and formal and non-formal
training. Specific guidelines on this mode

shall be issued by the TESDA Secretariat.




« Distance leaming is a formal education process
in which majority of the instruction occurs when
the students and instructor are not in the same
place. Distance learning may employ
correspondence study, audio, video or computer
technologies.

e Supervised Industry Leaming (SIL) or on-
the-job training {OJT) is an approach in
training designed fo enhance the
knowledge and skills of the trainee through
actual experience in the workplace to
acquire  specific competencies as
prescribed in the training regulations. It is
imperative that the deployment of trainees
in the workplace is adhered to training
programs agreed by the institution and
enterprise and status and progress of
trainees are closely monitored by the
training institutions to prevent opportunity
for work exploitation.

« The classroom-based or in-center
instruction may be enhanced through use of
learmer-centered methods as well as
laboratory or field-work components.

2.2 Enterprise-Based:

« Formal Apprenticeship - Training within
employment involving a contract between an
apprentice and an enterprise on an approved
apprenticeable occupation.

o Informal Apprenticeship - is based on a
training (and working) agreement between
an apprentice and a master craftsperson
wherein the agreement may be written or
oral and the master craftsperson commits to
training the apprentice in all the skills
relevant to his or her trade over a significant
period of time, usually between one and four
years, while the apprentice commits to
contributing productively to the work of the
business. Training is integrated into the
production process and apprentices leamn by
working alongside the  experienced
craftsperson.

« Enterprise-based Training where training is
implemented within the company in
accordance with the requirements of the
specific company. Specific guidelines on this
mode shall be issued by the TESDA

Secretariat.

3.3 Trainee Entry Requirements

Trainees or students wishing to gain entry into this
course should possess the following requirements:
e Can communicate in English both in the oral
and written form; and
» Can perform basic mathematical computation

This list does not include specific institutional
requirements such as educational attainment,
appropriate work experience, and others that may be
required of the trainees by the school or training
center delivering this TVET program.

Trainees or students who wish to enter this training
should possess the following requirements:

o Good communication skills

» Basic mathematical computation

+ Computer literacy




3.4 List of Tools, Equipment and Materials

FRONT OFFICE SERVICES ~NC li

Recommended list of tools, equipment and
materials for the training of a maximum of 25
trainees for Front Office Services NC |l are as
follows:

Recommended list of fools, equipment and
materials for the training of 25 trainees for Front
Office Setvices NC Il

Up-to-date tools, materials, and equipment of
equivalent functions can be used as alternatives.
This also applies in consideration of community

T jools. ] _____EglnPHENT T wawerats | | practices and their availability in the local market.
oty ary_ —ary
T1pe {CreotCard 2umtsiCornpuler(wm i 1 |Log book TOOLS
Voucher halde eservabon system) | QY DESCRIPTION
2 unds | Bell boys can 1pc | Cash regusier ' 2pcs. | Roomkey 1ot Luggage cart
1pc__ Fake Dils detector .
1pc | Hypercom " Jpes | ving card 1 unit Front Desk with 2 counters
1pe | Credi card " ipc. | Whvie boardicork
| mprater ; boad 1pe Key rack
1pc. | Keycardmarkes ! 5pes |Emply lopes. 1pc. Cash box deawer
1 ! Card venher | 5 iag .
12 i Kxg_re_ck j P 1 pe. Guest folio rack
_1pc. | Cashboxdrawer | 1 pC. Mock safety bo
T T e T Guest foko rack pe X
- 2pes. | Telephone .
i1 PE | Typewtier o
R . ) . lFaxmdlne
S S EQUIPMENT
| Sa(etydeposaboﬂ | 137 DESCRPTION
S R T Lapdm ; T 2 units Cornpuler with room management system and peinter
i Tralning Resources/ 2 [xs. Telephone
i Materials:
N I S T35 ps. | Regrsirabon o, Zpes. Caloukator
= s, Caneela:fmm
5 :I?s%gv_f«ms MATERIALS
1 — ' 25‘:‘; Formiral 160 aTv DESCRIFTION
’ | 25 pes | Credit card voucher 1pc Log book
! 25pcs, | Deferent forms 2p= hotepad
| 5pes. |Hotice shp © pcs Room key
6 pcs Mock key Cargs
. ) 12 pcs Key envelope
*NOTE: Implementation of the training program can e i
be made possible through a MOA between i e
the Training school and industry for the Tset AGRESIvE 3PE WA GpenEer
use of the facilities. This is in response to Spes Ceiter SAVETOPEs
school limitations on the high cost of The Eiiiacnon tape
equipment. 2o Fianignter pen
10 pes Luggage tags (Check-in and chack ouls
10 pes Sample business cards
5 pcs Sampie Drochures
Resanvation forms
25 pesitorm 1 Fevron woncneat
+ Cancelation Workshee!
25 pcs Registrabon Fomm
25 pes Miscelianequs vouchers
1564 First Axd Ki
1 set each Saniathon kit Alcohd! Surgical mask. Glives, wipes
1 5&t improvised piay money {icat & US dolar)
{af denominationsy
25 pcsfdorm Cashenng Torms
» Guesi folio
»  DOMcial recept
= ' Prov-slonal rece;g

NOTE Access to and use of eqmpmentlfacllltles
can be provided through cooperative arrangements
of MOA with other partnerfcompanies.

w



3.5 Training Facilities

Based on a class intake of 20 students/trainees

Based on a class intake of 25 students/trainees.

s Reaus Size in M : Arsain Sq. Total Arsa in Sq.
Lecture 8x7Tm 56 5q. m. 56sq m.
Leaming Resource Center Ix5m j 15sq m 5sqm
Fachbes/Equpment/ :

CroatonArea | Zsam

Totad workshop area: 92sq.m.

Sasce Reouirement | Sizein Meters g
Souare Mebes

Contextuat Leaming Area 4x6m. 24 sq m.

{Lactus room)

Practicel Work Area 5x10m. 50 5q. .

{Laboratory/Workshop! Activity

| area),

Storage Area (Tool room & SiIM 25x4m. 10sq.m.

storage arsa)

Leaming Resource Afea 25x4m. 10 sq. m.

Wash area’ comfort 10om 25%4m. 10sg. m.

{Mals, Femaie, PWD)

Circulation Aroa 2x5m 10sg4.m.

1 N

TOTAL AREA 4sq.m

NOTE: Access to and use of equipment/facilities
can be provided through cooperative
arrangements or MOA with other partner/
companies.

3.6 Trainer's Qualifications for Tourism Sector

3.6 Trainer's Qualifications for Front Office
Services NCH

FRONT OFFICE SERVICES —NC I
TRAINER’S QUALIFICATIONS

« Must be a holder of National TVET Trainer
Certificate (NTTC) Level in Front Office Services
NC i

« Must have at least two years in industry
experience or any FO related works

¢ Must be a computer literate

« Must be a holder of National TVET Trainer
Certificate (NTTC) Level | Front Office Services
NC I}

« Must have at least two years industry experience
as shift leader or two years industry experience as
supervisor in any Front Office related works

e Computer literacy

« Excellent communication skills

3.7 Institutional Assessment

Institutional Assessment is undertaken by trainees to
determine their achievement of units of competency.
A certificate of achievement is issued for each unit of
competency.

Institutional Assessment is gathering of evidences
to determine the achievements of the requirements
of the qualification to enable the trainer make
judgement whether the trainee is competent or not
competent.

Section 4. Assessment and Certification Arrangements

4.1 To attain the National Qualification of FRONT
OFFICE SEVICES NC I, the candidate must
demonstrate competence covering all the units
of competency listed in Section 1. Successful
candidates shall be awarded a Nationat
Certificate signed by the TESDA Director
General.

Competency Assessment is the process of
collecting evidence and making judgments whether
competency has been achieved. The purpose of
assessment is to confirm that an individual can
perform to the standards expected at the workplace
as expressed in relevant competency standards.

!



4.2

4.3

4.4

4.5

The qualification for FRONT OFFICE
SERVICES NC Il may be attained through
demonstration of competence covering all the
required core units of qualification.

Assessment shall focus on the core units of
competency. The tool and common units shall
be integrated or assessed concurrently with the
core units

The following are qualified to apply for
assessment and certification:

4.4.1 Graduates of formal, non-formal and
informal including enterprise-based
training programs.

4.4.2 Experienced workers (wage employed or
self-employed)

The guidelines on assessment and certification
are discussed in detail in the “Procedures
Manual on Assessment and

Certification” and “Guidelines on the
implementation of the Philippine

TVET Qualification and Certification

System (PTQCS)”

The assessment process is based on evidence or
information gathered to prove achievement of
competencies. The process may be applied to an
employable unit(s) of competency in partial
fulfiliment of the requirements of the national
qualification.

4.1 National Assessment and Certification
Arrangements

4.1.1 To attain the national qualification of
FRONT OFFICE SERVICES NC ll, the
candidate must demonstrate competence in
all the units listed in Section 1. Successful
candidates shall be awarded a National
Certificate signed by the TESDA Director
General,

Assessment shall cover all competencies
with basic and common integrated or
assessed concurrently with the core units of
competency

The foliowing are qualified to apply for
assessment and certification:

4.1.2

4.1.3

4.1.3.1 Graduates of WTR-registered programs,
or formal/non-formal/informal including
enterprise-based trainings related to
FRONT OFFICE SERVICES NC II; or
K-12 graduates of Home Economics
Strand  with FRONT  OFFICE
SERVICES NC I; or

Students with at least two (2) years of
higher education in  hospitality
management; or

Experienced workers (wage employed
or self-employed) who  gained
competencies in Front Office for at least
two consecutive (2) years within the last
five (5) years.

4.1.3.2

4.1.3.3

4134

4.1.4 Recognition of Prior Leaming (RPL).
Candidates who have gained competencies
through education, informal training, previous
work or life experiences with at least three (3)
years of Front Office Services experience
within the last five (5) years may apply for
recognition in fhis Qualification through
Portfolio Assessment.

Y




Requirements and implementation
procedure of Portfolio Assessment must be
consistent with TESDA Circular No. 47,
series of 2018 on “Implermenting Guidelines
on the Implementation of Portfolio
Assessment Leading to Recognition of Prior
Leaming (RPL) within the TESDA
Assessment and Certification System”.

4.1.5 Holders of Front Office Services National
Certificate || are required to undergo re-
assessment under the amended Training
Regulations (TRs).

4.1.6 The guidelines on assessment and
certification are discussed in detail in the
“Procedures Manual on Assessment and
Certification” and “Guidelines on the
Implementation of the “Philippine TVET
Competency Assessment and Certification
System (PTCACS)".

4.2 Competency Assessment Requisite

421 Self-Assessment Guide. The seff-
assessment guide (SAG) is accomplished
by the candidate prior to actuai
competency assessment. SAG is a pre-
assessment ool to help the candidate and
the assessor determine what evidence is
available, where gaps exist, including
readiness for assessment.

This document can:

a. Identify the candidate’s skills and
knowledge

b. Highlight gaps in candidate’s skills and
knowledge :

c. Provide critical guidance to the
assessor and candidate on the
evidence that need to be presented

d. Assist the candidate to identify key
areas in which practice is needed or
additional information or skills that
should be gained prior

422 Accredited Assessment Center. Only
Assessment Center accredited by TESDA is
authorized to  conduct competency
assessment. Assessment centers undergo a
quality assured procedure for accreditation
before they are authorized by TESDA to
manage the assessment for Nationat
Certification

a1



I4.2.3Accredited Competency Assessor. Only
accredited  competency  assessor is
authorized to conduct assessment of
competence. Competency assessors undergo
a quality assured system of accreditation
procedure before they are authorized by
TESDA to assess the competencies of
candidates for National Certification.

%



ANNEX B

AMENDMENTS ON TRAINING REGULATIONS FOR
EVENTS MANAGEMENT SERVICES NC Il

Existing Promusigated Training Regulations Amendments
(Board Resolution No.200741)
Qualification Title
Events Management Services NC 1li Events Management Services NC il
Job Title

o Events Coordinator
+ Conference Coordinator
s Function Coordinator

« Senior Events Coordinator
¢ Senior MICE Coordinator
» Senior Special Events Coordinator

Section 1 - Definition of the Qualification

The EVENTS MANAGEMENT SERVICES NC i
Quaitification consists of competencies that a person
must achieve to coordinate events, functions andfor
conferences which may be held in conference
centers, hotels, motels, restaurants, clubs, resorts
and luxury liners. It includes competencies on event
planning such as planning and developing an event
proposal, concept, and program, selecting a venue
and site, and updating event industry knowledge, as
well as competencies on on-site event management
such as providing onsite management services,
managing contractors and updating knowledge on
protocol.

The EVENTS MANAGEMENT SERVICES NC Hi
Qualification consists of competencies that a person
must achieve to oversee the conduct of different
types of evenis — meetings, incentives, conventions,
exhibitions and special events - that may be held in
diverse types of venues and settings. It includes
competencies on event concept and design
development, event program and activities planning,
venue selection, financial planning and monitoring,
and bid/proposal preparation and presentation.

The Qualification also includes competencies for
on-line and/ or on-site oversight of the event’s
programs and activities, monitoring financiat
results, preparing post event reports, and updating
knowiedge on protocols.

Section 2- Competency Standards

Basic

« Lead workplace communication

s Lead small teams

« Develop and practice negotiation skills

» Solve problems related to work activities

+ Use mathematical concepts and techniques
» Use relevant technologies

Basic Competencies

« |ead workplace communication

e Lead small teams

» Apply critical thinking and problem-solving
techniques in the workplace

« Work in a diverse environment

+ Propose methods of applying learning and
innovation in the organization

« Use information systematically

« Evaluate occupational safety and health work
practices

o Evaluate environmental work practices

+ Facilitate entrepreneurial skills for micro-small-
medium enterprises (MSMEs)




Common Competencies
Roster staff

Control and order stock
Train small groups
Establish and conduct business retationships

Common Competencies
« Develop and update industry knowledge

« Develop creative thinking, artistic skilis and
cultural awareness

e Observe procedures, specifications and
manuals of instructions
Operate equipment
Manage own performance

Maintain safe, clean and efficient work
environment

+» Provide and maintain effeciive client relations

Core Competencies
EVENT PLANNING SERVICES

Plan and develop event proposal or bid
Develop an event concept

Develop event program

Select event venue and site

« Develop and update event industry knowledge

* @

ON-SITE EVENT MANAGEMENT SERVICES

+ Provide on-site event management services

+« Manage contractors for indoor events
» Develop and update knowledge protocol

Core Competencies
PRE-EVENT PLANNING SERVICES

+ Develop an event concept

« Plan and develop event proposal or bid
Develop event design

Select event design

Prepare event financial plan

Finalize event plans and programs for
implementation

ONLINE AND/OR ON-SITE EVENT
MANAGEMENT SERVICES

e Provide online andlor on-site event
management services

¢ Oversee financial transactions

» Prepare terminal reports

Section 3 - Training Arrangements

These guidelines are set to provide the Technical
and Vocational Education and Training (TVET)
providers with information and other important
requirements to consider when designing training

programs for EVENTS MANAGEMENT SERVICES

NC L

The guidelines include information on curriculum

design, training delivery, trainee entry requirements,
tools and equipment, training facilities, and trainer's

qualification among others.

Course Title: EVENTS MANAGEMENT SERVICES

NC Level: il

Nominal Training Hours:
20 Hours (Basic Competencies)
24 Hours (Common Competencies)
64 Hours (Core Competencies)

These standards are set fo provide technicat and
vocational education and training (TVET) providers
with information and other important requirements
to consider when designing training programs for
EVENTS MANAGEMENT SERVICES NC Il

3.1 Curriculum Design

TESDA shall provide the training on the
development of competency-based curricula to
enable training providers develop their own
curricula with the components mentioned below.

Delivery of knowledge requirements for the basic,
common and core units of competency specificaily
in the areas of mathematics, science/technology,
communication/ language, and other academic
subjects shali be contextualized. To this end, TVET
praviders shall develop a Contextual Leaming
Matrix (CLM) to accompany their curricula.

w



Course Title: EVENTS MANAGEMENT SERVICES
NC Level: NC it
Nominal Training Hours:
40 Hours (Basic Competencies)
88 Hours (Common Competencies)
112 Hours (Core Competencies)

240 Hours — Total
420 Hours — Supervised Industry Learning (SIL)

Course Description

This course is designed to enhance the knowledge,
iskilis, behavior and motivations in accordance with
industry standards. it covers the basic, common and
competencies required for the NCIH level in
inating events.

he competencies for event planning include planning
nd developing an event proposal, bid, concept, and
rogram, selecting event venue and site, and
eveloping and updating event indusiry knowledge.

he competencies for onsite management include
roviding onsite management services, managing
ntractors for indoor events, and developing and
pdating knowledge on protocol. It also includes
mpetencies on leading workplace communication
nd small teams, controlling and ordering stock, and
establishing business relationships.

This course is designed to provide the learner with
the required knowledge, practica! skills and the
proper attitude, necessary to create an event
concept, develop an event design, plan the event's
program and activities, select a suitable event
venue or site, develop and update event industry
knowledge, and prepare and present a proposal or
bid.

The core competencies are clustered info two: Pre-
Event Planning Services and Online and Onsite
Management Services. These include ail pre-event
planning activities based on a specified event type,
overseeing online and onsite activities and
developing and updating knowledge on protocols.
It also includes competencies on leading workplace
communication and small teams, use of digital tools
and virtual technologies and establishing business
relationships. The course includes classroom
learning activities, online and onsite observation
and pracficai report writing work in actual work site
or simulated situations.

Upon completion of the course, the learners are
expected to demonstrate the above-mentioned
competencies to be employed. To cbtain this, all
units prescribed for this qualification must be
achieve.

3.2 Training Delivery

The delivery of fraining should adhere to the design
of the curriculum. Delivery should be guided by the
10 basic principles of the competency-based
TVET.

+ The training is based on curriculum developed
from the competency standards;

¢ Leaming is modular in its structure;

» Training defivery is individualized and self-

b}

1. The delivery of training shall adhere io the
design of the cumiculum. Delivery shali be
guided by the principles of competency-based
TVET.

a. Course design is based on competency
standards set by the industry or recognized
industry sector; (Leaming system is driven by
competencies written to industry standards)

b. Training delivery is leamer-centered and
should accommodate individualized and sel-

paced learning strategies;



» Training is based on work that must be
performed;

» Training materials are directly related to the
competency standards and the curriculum
modules;

o Assassment is based in the collection of
evidence of the performance of work to the
industry required standard;

« Training is based both on and off-the-job
components;

» Allows for recognition of prior leaming (RPL) or
current competencies;

+ Training allows for multiple entry and exit; and

« Approved fraining programs are Nationally
Accredited.

. Training can be done on an actual workplace

sefting, simulation of a workplace and/or
through adoption of modern technology.

. Assessment is based in the collection of

evidence of the performance of work to the
industry required standards;

. Assessment of competency takes the trainee’s

knowiedge and attitude into account but
requires evidence of actual performance of the
competency as the primary source of evidence.

. Training program allows for recognition of prior

learning {(RPL) or current competencies;

. Training completion is based on satisfactory

performance of all specified competencies.

The competency-based TVET system recognizes
various types of delivery modes, both on and off-
the-job as long as the learning is driven by the
competency standards specified by the industry.
The following training modalities may be adopted
when designing training programs:

e The dualized mode of training delivery is
preferred and recommended, thus, programs
would contain both in-school and in-industry
training or fieldwork components. Details can be
referred to the Dual Training System {DTS)
implementing Rules and Regulations

* Modular/self-paced learning is a competency-
based training modality where the trainee is
allowed to progress at his own pace. The trainer
only facilitates the training delivery

o Peer teaching/mentoring is a training modality
wherein fast leamners are given the opportunity
to assist the slow learners

e Supervised industry training or on-the<ob
training is a training approach designed to
enhance the knowledge and skills of the trainee
through actual experience in the workplace to
acquire specific competencies prescribed in the
{raining regulations

« Distance leamning is a format! education process
in which majority of the instruction occurs when
the students and instructor are not in the same
place. Distance leaming may employ
correspondence study, audio, video or

computer technologies

The compeiency-based TVET  system
recognizes various types of delivery modes,
both on-and off-the-job as long as the teaming
is driven by the competency standards specified
by the industry. The following training modalities
and their variations/ components may be
adopted singly or in combination with other
modalities when designing and delivering
training programs:

2.1Institution - Based:
e Dual Training System (DTS)/Dualized Training

Program (DTP) which contain both in-schoot and
in-industry training or fieldwork components.
Details can be referred to the Implementing
Rules and Regulations of the DTS Law and the
TESDA Guidelines on the DTP;

» Distance leamning is a formal education process

in which majority of the instruction occurs when
the students and instructor are not in the same
place. Distance leaming may employ
correspondence study, audio, video, computer
technologies or other modem technology that
can be used to facilitate leaming and formal and
non-formal training. Specific guidelines on this
mode shall be issued by the TESDA Secretariat.

¢ Supervised Industry Leaming (SIT) or on- the-job

training (OJT) is an approach in training
designed to enhance the knowledge and skills of
the trainee through actual experience in the
workplace to acquire specific competencies as
prescribed in the training regulations. It is
imperative that the deployment of trainees in the
workplace is adhered to training programs
agreed by the institution and enterprise and
status and progress of trainees are closely
monitored by the training insfitutions to prevent

opportunity for work exploitation.




The classroom-based or in-center instruction
uses of learner-centered methods as well as
laboratory or field-work components.

2.2 Enterprise-Based:
e Formal Apprenticeship - Training within

employment involving a contract between an
apprentice and an enterprise on an approved
apprenticeable occupation.

Informal Apprenticeship - is based on a
training (and working) agreement between an
apprentice and a master craftsperson wherein
the agreement may be wriften or oral and the
master craftsperson commifs to training the
apprentice in all the skills relevant to his or her
trade over a significant period of time, usually
between one and four years, while the
apprentice commits to contributing
productively to the work of the business.
Training is integrated into the production
process and apprentices learn by working
alongside the experienced craftsperson.
Enterprise-based Training- where training is
implemented within the company in
accordance with the requirements of the
specific company. Specific guidelines on this
mode shall be issued by the TESDA
Secretariat.

2.3 Community-Based — short term programs

conducted by non-govemment organizations
(NGOs), LGUs, training centers and other TVET
providers which are intended to address the
specific needs of a community. Such programs
can be conducted in informal settings such as
barangay hali, basketball courts, etc. These
programs can also be mobile training program
(MTP).




3.3 Trainse Entry Requirements

Trainees or students who wish to enter this training
should possess the following requirements:
e Can communicate in English both in the oral
and written form
» Physically and mentally fit
+ With good moral character
« Can perform basic mathematical computation

This list does not include specific institutional
requirements such as educational attainment,
appropriate work experience, and others that may be
required of the trainees by the school or training
center delivering this TVET program.

Trainees or students who wish fo enter this training
should possess the following requirements:

* Good communication skills

s Computer literacy

= Digifally literate

3.4 List of Tools, Equipment and Materials

Recommended list of tools, equipment and
materials for the training of a maximum of 25
trainees for EVENTS MANAGEMENT SERVICES
NC Il are as follows:

Recommended list of {ools, equipment and
materials for the training of 25 trainees for EVENTS
MANAGEMENT SERVICES NC Ill are as follows.

Up-to-date tools, materials, and equipment of

TOOLS EQUIPMENT MATERALS . Y .
awi &Y o equivalent functions can be used as alternatives.
i 5 ook | Computer i _ Tset | Telephons Drectory This also applies in consideration of community
(=241 - r - e -
1 T : practices and their availability in the local market
2 units | Two-way radg
: 2 units | Mobike phone A. (Full Gualification)
i 1unit | Telephone
- Tunit | Fax machine
junt | Dwgetal camera EQUIPMENT
Tunil | Video camara
o T ary DESCRIPTION
: ::: :‘:':’m’m 5 unlts Wcmueer mxnm connection with licensed or
Ssets | Fhstad i 1 unit LCD projector
*NOTE: Implementation of the training program 1 unit 3n-1 Printer
can be facilitated through a Memorandum of P Two-way radio
Agreement between the training provider and
industry partner/s regarding the use of facilities. 2 unlts Mobile phone
This is in response to the high cost of facilities and Tom Tolephons
equipment. Airconditioned vehicles can be hired on . _
a per frip basis subject to requirement. 1 unit Dightel camera
1 unit Video camera
MATERIALS
QTy DESCRIPTION
Spes Events Planmng Manual
5 pes. Professonal Event Managament Book




3.5 Training Facilities

Based on a class intake of 25 studentsfirainees

Based on a class intake of 25 students/trainees.

Space Requiremant | SmeinMeters | AmainSq. | TotslAnainsq. | Scace Reculremaent Sizn.inMesars Acstin
Nosters Meters | 2o Meters
Student/Trainee i1 [ Contextuat Leaming Area
wodmgspe | XM tsam BRT || ecture room) oxd 2
LectureDemo Room 8x5m. 40sqm osqgm | ?"“‘I D L ! Actht B P
Leafrsng Resource :
Center 3xsm 155q.m. 1559.m. I'| {Storage Arsa (Tool room & SIM
Cotler i . i Slorage aroa) 25x4 10
Circutabion Area — ; Leaming Resource Area 2.65x4 10
Total workshop area: 104 s4. 1. 5 Wash Br6a combort room
{Maje, Femele, PWD) 2.5x4 10
Circulation Area 2 5xd 19
TOTAL AREA 10435.m

NOTE: Training Center may enter into
Memorandum of Agreement (MOA) with
industry for use of facilities and equipment

3.6 Trainer’'s Qualifications for Tourism Sector

3.6 Trainer's Qualifications for Events
Management Services NC I

EVENTS MANAGEMENTS SERVICES NC il
TRAINER’s QUALIFICATIONS (TQ Ill}

« Must be a holder of National TVET Trainer
Certificate (NTTC) Level in Front Office Services
NCII

+ Must have at least two years in industry
experience or any FO related works

» Must be a computer literate

+ Must be a holder of National TVET Trainer
Certificate (NTTC) Level | in Events Management
Services NC 1li

e Must have at least two (2) years relevant
supervisory industry experience in Events
Management

» Good communication skills

3.7 Institutional Assessment

Institutional Assessment is undertaken by trainees to
determine their achievement of units of competency.
A certificate of achievement is issued for each unit of
competency.

Institutional Assessment is gathering of evidences
to determine the achievements of the requirements
of the qualification to enable the trainer make
judgement whether the trainee is competent or not
competent.

w




Section 4. Assessment and Certification Arrangements

41 To afttain the National Qualification of
EVENTS MANAGEMENT SERVICES NC W,
the candidate must demonsirate competence
covering all the units of competency listed in
Section 1. Successful candidates shall be
awarded a National Certificate signed by the
TESDA Director General.

4.2 Individuals aspiring to be awarded the
qualification of EVENTS MANAGEMENT
SERVICES NC Il must acquire Certificates of
Competency in all the following groups/ciuster
of core units of the Qualification. Candidates
may apply for assessment in any accredited
assessment center.

4.2.1 Event Planning Services
4.1.2.1. Plan and develop event proposal and
bid
4.1.2.2. Develop an event concept
4.1.2.3. Develop event program
4.1.2.4. Select event venue and site
4.1.2.5. Develop and update event indusiry

knowiedge

4.2.2 On-Site Event Management Services
4.2.2.1. Provide on-site event management
services
4.2.2.2. Manage contractors for indoor events
4.2.2.3. Develop and update knowledge on
protocol

Successful candidates shall be awarded
Certificates of Competency (COC)

43 After accumulation and submission
of all

Competency Assessment is the process of
collecting evidence and making judgments whether
competency has been achieved. The purpose of
assessment is to confirm that an individual can
perform to the standards expected at the workplace
as expressed in relevant competency standards.

The assessment process is based on evidence or
information gathered to prove achievement of
competencies. The process may be applied to an
employable unit(s) of competency in partial
fulfiliment of the requirements of the national
qualification.

4.1 National Assessment and Certification
Arrangements

4.1.1 To attain the national qualification of
EVENTS MANAGEMENT SERVICES NC
ili, the candidate must demonstrate
competence in all the units listed in Section
1. Successful candidates shall be awarded
a National Certificate signed by the TESDA
Director General.

4.1.2 A Certificate of Competency (COC) is issued
by the Authority to individuals who were
assessed as competent in cluster of related
units of competency, namely:

COC 1 - Pre-Event Planning Services
« Develop an event concept
« Plan and develop event proposai or bid
« Develop event design
» Select event suppliers

o




COCs acquired for the relevant units of
competency comprising a qualification, an
individual shall be issued the comresponding
National Certificate.

4.4 Assessment shall focus on the core units of
competency. The basic and common units shall
be integrated

¢ Prepare event financial plan
« Finalize event plans and programs for

implementation
COC 2 — Online and/or Onsite Events
Management Services
» Provide online andfor on-site events
management services

» Monitor financial pian

e Prepare terminal reports
Upon accumuiation and submission of all COCs
acquired, an individual shall be issued the
corresponding National Certificate.

4.1.3 Assessment shall cover all competencies
with basic and common integrated or
assessed concurrently with the core units of
competency

4.1.4 Any of the following are qualified to undergo
assessment and certification:

4,1.4.1 Candidates and/or
tourism and
programs;
Graduates of the EVENTS
MANAGEMENT SERVICES NC il
Industry practitioner specifically in
events management with at least three
(3) year of work experience
4.1.5 Recognition of Prior Learning (RPL).
Candidates who have gained competencies
through education, informal training, previous
work or life experiences may apply for
recognition in a particular qualification
through competency assessment.

graduates of
hospitality degree

4142

4143

4.1.6 Holders of National Certificate (NC)
or Certificate of Competency (COC) in
existing Events Management Services NC
I}l are required to undergo re-assessment
under the amended Training Reguiations
(TRs), upon expiration of their Cerlificates.

4.1.7 The guidelines on assessment and
certification are discussed in detail in the
“Procedures Manual on Assessment and
Certification” and “Guidelines on the
implementation of the “Philippine TVET
Competency Assessment and Certification
System (PTCACS)".

4.2 Competency Assessment Requisite

421 Self-Assessment Guide. The self-
assessment guide (SAG) is accomplished
by the candidate prior to actual

competency assessment. SAG is a




422

423

pre-assessment tool to help the candidate
and the assessor determine what
evidence is available, where gaps exist,
including readiness for assessment.

This document can:
a. ldentify the candidate’s skills and
knowledge
b. Highlight gaps in candidate’s skills and
knowledge

c. Provide critical guidance to the
assessor and candidate on the
evidence that need to be presented

d. Assist the candidate to identify key
areas in which practice is needed or
additional information or skills that
should be gained prior

Accredited Assessment Center. Cnly
Assessment Center accredited by TESDA s
authorized to conduct competency
assessment. Assessment centers undergo
a quality assured procedure for
accreditation before they are authorized by
TESDA to manage the assessment for
National Cetrtification.

Accredited Competency Assessor. Only
accredited competency assessor is
authorized to conduct assessment of
competence. Competency  assessors
undergo a quality assured system of
accreditation procedure before they are
authorized by TESDA to assess the
competencies of candidates for National
Certification.




