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equipment

Event Management: Lifecycle & Safety Controls
4. 7-Stage event delivery workflow, Fire & electrical safety, Crowd flow Page 5

and rehearsal loops
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and Al tools
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6. 7-Step execution flow, Data privacy rules, Consent protocols, Page 7
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ergonomic safety
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1. Hospitality: Foundations & Etiquette [Vocational Trade 1]

Concept: Hospitality is the craft of welcoming, guiding, and caring for visitors so that they feel
comfortable, respected, and safe throughout their stay. It transforms physical spaces through

warm communication, cleanliness, and thoughtful assistance.

+2 TRADE KEYWORDS & FOUNDATIONAL ETHOS

________________________________________________________________________________________________

__________________________________________________________________________________________________________________

Etiquette in Practice:
* Warm Greeting: Folded hands (Namaste) or
Signage & Info Desk /\ Hydration & Bins pollte bOW W|th a sincere Sm|le.
Atithi

Devo Bhava * Attentive Posture: Stand erect without slouching,

Inclusive Care maintaining pleasant eye contact.

Elders & Divyang Support

. . . * Active Listening: Let guests complete their
Fig 1.1: Core Pillars of Professional ) )
questions before responding.
Hospltality Services « Tone: Calm, steady, and clear even in crowded or

noisy situations.

Hospitality Materials & Toolkit:

Item / Material Functional Description & Purpose

. Mark entry, exit, seating zones, water points, washrooms, and help
Signage & Placards esK
esks.

Seating Arrangement Organized chairs, tables, and floor mats in shaded waiting zones.

. Color-coded waste bins, paper tissues, microfiber cloths, hand
Cleanliness Items »
sanitizer pumps.

. Clean apron/uniform, photo name badges, hairnets/gloves where
Team Uniform & Badges ]
handling food.

. Covered water dispensers, clean glasses, first-aid kit, emergency
Serving ltems & Safety

contact card.
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2. Hospitality: Process & Quality Metrics [Vocational Trade 1]

The 8-Step Process Cycle: Systematic execution ensures that hospitality is not left to

chance, but delivered through organized roles, rehearsed etiquette, and continuous feedback.

1. Identify Need | | 2. Plan Roles 3. Setup Area 4. Rehearse
Select Event Greeter/Guide Signs & Seats Practice Etiquette

8. Cleanup 7. Feedback 6. Monitor 5. Delivery
Waste & Reflect Guest Reviews Manage Queues Welcome & Serve

Fig 2.1: The 8-Step Hospitality Service

Delivery Cycle

Operational Checkpoints:

» Step 4 (Rehearsal): Practice resolving lost guest
queries, water shortages, and crowd bottlenecks.

* Step 6 (Monitoring): Continuously check for
overflowing trash bins and blocked walkways.

» Step 8 (Cleanup): Separate dry and wet waste
before returning borrowed furniture.

¢ Quality Criteria

* Welcome: Guests greeted politely without
waiting.

» Comfort: Shaded seats, clear signage,
accessible water.

» Communication: Calm, courteous, and
respectful tone.

* Inclusion: Ramps and support for elders and
Divyang.

» Feedback: Constructive visitor suggestions
recorded.

A Safety & Ethics Rules

* Personal Hygiene: Clean hands, trimmed
nails, apron.

» Crowd Safety: Guide queues with ropes;
avoid pushing.

* Food/Water: Covered dispensers; clean
serving glasses.

* Emergency: Clear exits; first-aid box within
reach.

* Privacy: Never share guest phone numbers

or photos.
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3. Event Management: Foundations & Planning [Vocational Trade 2]

Concept: Event management involves planning, organizing, and executing gatherings that
bring people together for a specific purpose—such as school annual days, exhibitions, science

fairs, sports meets, or community cultural festivals.

+2 TRADE KEYWORDS & CORE CONCEPTS

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

Logistics Coordination:
» Time Buffers: Add 5-10 minute buffers between

agenda items for delays.

* Audio-Visual Testing: Test microphones, sound
Fig 3.1: Chronological Programme Flow amplifiers, and projector cables 1 hour before start.
» Backstage Handoff: Stage manager coordinates

Struct i
L speaker cues with sound operators.

Event Supplies & Equipment Checklist:

Item Category Materials & Operational Purpose

. . Programme schedules, badges, directional banners, stage backdrops,
Stationery & Print
feedback sheets.

. Microphones, extension cords, speaker stands, spare batteries, audio
Sound Equipment -
mixer.

. . Podium, stage chairs, registration desks, audience seating rows,
Furniture & Fixtures ]
display easels.

o . Water dispensers, clean glasses, guest welcome flowers/mementos,
Hospitality Supplies
tea/refreshment stall.

L. Segregated waste bins (wet/dry), fire extinguishers, first-aid box, hand
Sanitation & Safety "
sanitizers.
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4. Event Lifecycle & Safety Protocols [Vocational Trade 2]

The 7-Stage Event Lifecycle: From initial concept to post-event reflection, event
management requires proactive risk mitigation, crowd safety, and responsible waste

management.

Lifecycle Stage Key Operations, Preparations & Responsibilities

Define purpose, target audience, venue capacity, date, and overall scale of
1. Need & Scope ¢
event.

Secure permissions; allocate teams (Stage, Sound, Hospitality, Safety,

2. Roles & Logistics . ]
Registration).

3. Preparation & Dry Source reusable décor; sketch seating layout; conduct a full dress rehearsal to
Run spot timing flaws.

4. Delivery on Event Execute stage programme, guide visitors, coordinate speakers, and handle
Day spontaneous glitches.

. o Maintain crowd circulation; check drinking water availability; assist elderly
5. Quality Monitoring )
guests and children.

. Distribute short feedback slips to participants, teachers, and guests to gather
6. Feedback Collection

impressions.

7. Post-Service Dismantle stage décor, return borrowed items, clear all litter, and hold team

Cleanup debriefing.

v Event Quality Benchmarks A Event Safety & Risk Rules

« Strict adherence to planned schedule and » Keep emergency exits and main aisles

timeline. unblocked.

» Smooth transitions between stage » Tape down electrical cables to prevent

performances. tripping.

* Guests feel well-informed and comfortable. » Maintain safe sound volume (prevent hearing

» Team members communicate cooperatively. strain).

« Site returned clean with zero damage to * Keep certified first-aid kit and ice packs ready.

property. » Have an adult fire-safety warden near
electricals.

% The Golden Rule of Event Success: "A dry-run rehearsal reveals 90% of hidden flaws. Check
microphone batteries, lighting angles, and certificate order during rehearsal, never on the live stage.”

[ €

Additional Vocational Notes Event Lifecycle & Safety « Page 5



5. Data-based Services: Foundations & Tools [Vocational Trade 3]

Concept: Data-based services involve collecting, organizing, analyzing, and presenting
information to enable evidence-based decision-making. When gathered systematically and

ethically, data reveals hidden patterns and guides community solutions.

+2 TRADE KEYWORDS & CORE TERMINOLOGY

______________________________________________________________________________________________

]
]
]
v

________________________________________________________________________________________

____________________________________________________________________________________________________________

Real-World School & Community Applications:

» School Operations: Attendance tracking, library

1. Collect
Surveys, Logs ™

& Observations

2. Organize 3. Visualise 4. Insight
Spreadsheets, [™| Bar Charts & |™ |Evidence-Based

Error Cleaning Pie Graphs Decision

cataloguing, midday meal wastage audits.
» Civic & Ecological: Tracking local tap water
Fig 5.1: The 4-Stage Data Transformation consumption, ambient plastic litter density,

Funnel neighborhood traffic patterns.

Hardware & Software Tools for Data Work:

Tool / Material Functional Description & Digital Hygiene Practice

Data entry, sorting rows, formula calculations, and generating
Computer / Tablet ]
graphical charts.

. Field data collection, capturing photo evidence, recording audio
Supervised Smartphone ] ]
interviews.

Administering offline questionnaires in areas without internet
Paper Survey Forms L
connectivity.

Auto-categorizing text responses, calculating averages, identifying
Spreadsheet & Al Tools )
correlations.

Documenting respondent permission before recording any personal
Consent Forms ] )
information.
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6. Data-based Services: Privacy & Process [Vocational Trade 3]

The Ethics of Data Handling: Information is powerful. A responsible data service provider
never manipulates responses, protects respondent anonymity, and follows strict digital hygiene

protocols.

The 7-Step Data Service Process:

Process Step Practical Operations & Quality Safeguards

. Select a focused question (e.g., student screen time, canteen food waste,
1. Identify Problem o i
drinking water purity).

. Design clear, unbiased questions; build paper forms or digital Google Forms;
2. Preparation . .
pilot test for clarity.

. Approach participants courteously; obtain signed/verbal consent; explain exact
3. Data Collection
usage purpose.

Screen out blank/duplicate records; tabulate entries; generate clean bar/pie

4. Cleaning & Charts .
diagrams.

Analyze what the numbers reveal: "Why does peak water wastage occur at

5. Interpretation
1:30 PM?"

- Maintain objective neutrality; never alter figures to support personal
6. Quality Check .
assumptions.

. Share findings with school leaders or community councils with clear
7. Actionable Report .
recommendations.

¢ Quality Criteria A Privacy & Digital Hygiene

* Clear Purpose: Data answers the core + Zero Disclosure: Never collect OTPs,
problem. passwords, or IDs.

* Unbiased Questions: Simple, neutral * Informed Consent: Explain survey goals first.
phrasing. * Anonymity: Aggregate numbers; hide user

* Ethical Usage: Used only for stated goals. names.

* Readable Visuals: Labeled axes and » Secure Storage: Lock paper registers;
legends. password-protect files.

* Actionable Insight: Clear conclusions. * Digital Hygiene: Log out of public terminals.
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7. Interior Design: Planning & Ergonomics [Vocational Trade 4]

Concept: Interior design is the art and science of enhancing indoor environments to make

them functional, comfortable,

safe, and visually harmonious. It balances human movement,

natural lighting, air circulation, and sustainable materials.

' Theme: Cohesive aesthetic idea, color palette, or cultural style unifying a room

i Sustainability: Prioritizing recycled, non-toxic, locally-sourced materials to reduce waste

+2 TRADE KEYWORDS & DESIGN TERMINOLOGY

_________________________________________________________

Layout: Thoughtful spatial arrangement of furniture, walkways, and storage

Ergonomic Space Guidelines:

Window (Airflow) Window (Airflow)

* Aisle Clearance: Keep primary transit corridors at

Study Desks Etudy Desks

Unobstructed Walking Aisle (= 90 cm)

g Tpaching /Board
g

~

= least 90 cm wide for safe, unhindered evacuation.
» Daylight Harvesting: Arrange study desks

perpendicular to windows to eliminate screen/paper

Fig 7.1: Functional Spatial Layout (Top View glare.

Floor Plan)

» Multi-Purpose Storage: Place book racks against

solid walls to keep central areas spacious.

Designers' Toolkit & Modeling Resources:

Tool / Material

Practical Application in Interior Design

Measuring Tape & Scale

Measuring accurate floor room dimensions, ceiling heights, door

clearances, and furniture sizes.

Ruler & Set Square

Drafting true 90-degree corner wall drawings and orthographic scale
floor plans.

Stationery & Mood Boards

Collecting fabric textures, color chips, wallpaper swatches, and
lighting inspiration clippings.

Cardboard & Foam Board

Constructing scaled 3D physical room mock-ups to test visibility,
furniture fit, and aesthetics.

Recycled Boxes & Pallets

Prototyping low-cost storage cubbies, bookshelves, and plant display

pedestals sustainably.
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8. Interior Design: Execution & Standards [Vocational Trade 4]

From Concept to Reality: Designing an interior requires systematic stakeholder interviews,

careful budget management, 3D model presentations, and safe material installation.

The 7-Step Interior Redesign Workflow:

Workflow Step Practical Operations & Deliverables

Interview room occupants (students/teachers/staff) regarding lighting, clutter,

1. Need & User Study . )
seating, and storage issues.

Measure perimeter walls; draw a top-view floor plan to scale; identify window
2. Survey & Floor Plan - —
and electrical socket positions.

3. Cardboard Build a scaled 3D shoe-box model with cardboard furniture; present options to
Prototype users for feedback.

. Shift furniture as per blueprint; assemble storage racks; hang notice boards at
4. Execution & Layout
comfortable eye level.

. Check corner stability, ensure no sharp screws protrude, and verify that doors
5. Quality Check
open freely.

. Document before-and-after photographs, log material expenses, and record
6. Project Journal .
user reactions.

. Sweep all scrap shavings; properly cap paint cans; store spare screws in
7. Cleanup & Review

labeled utility tins.

¢ Quality Benchmarks A Workshop & Tool Safety

* Fit for Purpose: Space supports study, rest, * Tool Safety: Cut away from the body with

or work. utility blades.

* Ergonomics: Comfortable desk and chair * Ventilation: Open windows when using paints
heights. or adhesives.

* Aesthetics: Harmonious colors, texture, and « Lifting Posture: Bend knees when shifting
light. heavy desks.

* Sustainability: Repurposed furniture and * Clutter-Free Floor: Keep cords and scraps off
pallets. walkways.

* Neat Finishing: Clean paint lines and * Housekeeping: Vacuum sawdust to prevent
concealed cords. respiratory irritation.
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9. Public Information Services & E-Governance [Vocational Trade 5]

Concept: Public information services bridge the digital divide. Many citizens struggle to
navigate complex official portals, submit online applications, or track welfare entitiements.

Community helpdesks empower people with transparent, dignified guidance.

+2 TRADE KEYWORDS & CIVIC GOVERNANCE

________________________________________________________________________________________________________

____________________________________________________________________________________________________________

___________________________________________________________________________________________________________

Helpdesk Services:

E-Governance

* Scholarship application submission for rural

students.

Common Service Panchayat & Urban| chool Communityj
Centres (CSCs) e-Seva Kendras Info Helpdesk

* Tracking ration cards, voter registrations, and

Fig 9.1: Civic Channels for Digital Inclusion & pension status.

* Explaining utility billing and submitting grievance
Welfare Access

tickets.
¢ Quality Criteria A Digital Safety & Ethics Rules
* Accuracy: Verified guidance from official » Zero OTP Sharing: Never ask for or store
websites. banking OTPs.
« Clarity: Complex legal terms explained » Authentic URLSs: Rely strictly on official
simply. government portals.
* Patience: Respectful support regardless of * Privacy: Hand back identity documents
literacy. immediately.
» Completeness: Tracking number and next » Terminal Hygiene: Clear browser history and
steps provided. log out.
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