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Introduction to trainee manual

Introduction to trainee manual

To the Trainee

Congratul ations on joining this course. This Tr
which is a resource provided to trainees, trainers and assessors to help you become
competent in various areas of your work.

The 6tool box6 consists of three el ement s:

1 A Trainee Manual for you to read and study at home or in class

1 A Trainer Guide with Power Point slides to help your Trainer explain the content of the
training material and provide class activities to help with practice

1 An Assessment Manual which provides your Assessor with oral and written questions
and other assessment tasks to establish whether or not you have achieved
competency.

The first thing you may notice is that this training program and the information you find in
the Trainee Manual seems different to the textbooks you have used previously. This is
because the method of instruction and examination is different. The method used is called
Competency based training (CBT) and Competency based assessment (CBA). CBT and
CBA is the training and assessment system chosen by ASEAN (Association of South-
East Asian Nations) to train people to work in the tourism and hospitality industry
throughout all the ASEAN member states.

What is the CBT and CBA system and why has it been adopted by ASEAN?

CBT is a way of training that concentrates on what a worker can do or is required to do at
work. The aim is of the training is to enable trainees to perform tasks and duties at a
standard expected by employers. CBT seeks to develop the skills, knowledge and
attitudes (or recognise the ones the trainee already possesses) to achieve the required
competency standard. ASEAN has adopted the CBT/CBA training system as it is able to
produce the type of worker that industry is looking for and this therefore increases

t r ai n enees 6f oltamiag employment.

CBA involves collecting evidence and making a judgement of the extent to which a worker

can perform his/her duties at the required competency standard. Where a trainee can

already demonstrate a degree of competency, either due to prior training or work
experience, a process of O6Recognition of Prior
recognise this. Please speak to your trainer about RPL if you think this applies to you.

What is a competency standard?

Competency standards are descriptions of the skills and knowledge required to perform a
task or activity at the level of a required standard.

242 competency standards for the tourism and hospitality industries throughout the
ASEAN region have been developed to cover all the knowledge, skills and attitudes
required to work in the following occupational areas:

1 Housekeeping
1 Food Production

1 Food and Beverage Service

© ASEAN 2013
Trainee Manual 1
Prepare portion controlled meat cuts



Introduction to trainee manual

I Front Office
1 Travel Agencies
9 Tour Operations.

All of these competency standards are available for you to look at. In fact you will find a
summary of each one at the beginning of each Tra

Descriptord. The unit descriptor describes the c
Trainee Manual and provides a table of contents whichar e di vi ded up i nto OEI
6Performance Criteriaodo. An el ement is a descript
achieved in the workplace. The O6Performance Crit

level of performance that needs to be demonstrated to be declared competent.
There are other components of the competency standard:

9 Unit Title: statement about what is to be done in the workplace
1 Unit Number: unique number identifying the particular competency

1 Nominal hours: number of classroom or practical hours usually needed to complete
the competency. We call them 6nominal é hours
it will take an individual less time to complete a unit of competency because he/she
has prior knowledge or work experience in that area.

The final heading you will see before you start reading the Trainee Manual is the

060Assessment Matrixd6. Competency based assessment
at least 21 3 different ways, one of which must be practical. This section outlines three

ways assessment can be carried out and includes work projects, written questions and

oral questions. The matrix is designed to show you which performance criteria will be

assessed and how they will be assessed. Your trainer and/or assessor may also use

oo her assessment methods including 6Observation
An observation checklist is a way of recording how you perform at work and a third party

statement is a statement by a supervisor or employer about the degree of competence

they believe you have achieved. This can be based on observing your workplace

performance, inspecting your work or gaining feedback from fellow workers.

Your trainer and/or assessor may use other methods to assess you such as:

1 Journals

9 Oral presentations

1 Role plays

1 Log books

1 Group projects

1 Practical demonstrations.

Remember your trainer is there to help you succeed and become competent. Please feel
free to ask him or her for more explanation of what you have just read and of what is
expected from you and best wishes for your future studies and future career in tourism
and hospitality.
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Unit descriptor

Unit descriptor

Prepare portion controlled meat cuts

This unit deals with the skills and knowledge required to Prepare portion controlled meat

cuts in a range of settings within the hotel and travel industries workplace context.
Unit Code:

D1.HCC.CL2.15

Nominal Hours:

30 hours

Element 1. Select and purchase from suppliers

Performance Criteria

1.1 Identify and select suppliers for purchasing of products

1.2 Identify the primary meat cuts

1.3 Identify the secondary meat cuts

14 Il dentify commercial establishment
1.5 Identify varieties of meats used commercially

1.6 Minimise wastage through freshness and correct purchasing

1.7 Identify costs through yield testing

Element 2: Prepare portion cuts

Performance Criteria

2.1 Prepare and portion cuts to enterprise requirements

2.2 Minimise wastage through preparation and storage

2.3 Use trimmings and leftovers for alternative preparations and preservation
2.4 ldentification and use of equipment

2.5 Prepare ready for service

cut s o6
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Unit descriptor

Element 3: Store portion cuts to enterprise requirements

Performance Criteria

3.1 Store fresh and/or Cryovac items correctly

3.2 Prepare and maintain correct thawing of portioned cuts
3.3 Store portioned cuts appropriately in correct containers
3.4 Label portioned cuts correctly

3.5 Ensure correct conditions are maintained for freshness and quality

© ASEAN 2013
4 Trainee Manual
Prepare portion controlled meat cuts



Assessment matrix

Assessment matrix

Showing mapping of Performance Criteria against Work Projects, Written
Questions and Oral Questions

The Assessment Matrix indicates three of the most common assessment activities your
Assessor may use to assess your understanding of the content of this manual and your
performance i Work Projects, Written Questions and Oral Questions. It also indicates
where you can find the subject content related to these assessment activities in the
Trainee Manual (i.e. under which element or performance criteria). As explained in the
Introduction, however, the assessors are free to choose which assessment activities are
most suitable to best capture evidence of competency as they deem appropriate for
individual students.

Work Written Oral
Projects Questions  Questions

Element 1: Select and purchase from suppliers

Identify and select suppliers for purchasing of

11 products 1.1 1 1

1.2 | Identify the primary meat cuts 1.3 2,3,4 2

1.3 | Identify the secondary meat cuts 1.3 56,7,8 3

14 Idg'nglfy commercial efg 12 9,10 11 4
specifications

1.5 | Identify varieties of meats used commercially 1.2 12 5

16 Minimise wastage through freshness and 13 13 6
correct purchasing

1.7 | Identify costs through yield testing 1.3 14 7

Element 2: Prepare portion cuts

Prepare and portion cuts to enterprise

2.1 - 2.1 16, 17 8
requirements

29 Minimise wastage through preparation and 59 18, 19 9
storage

23 Use trimmings and Ieftover_s for alternative 23 20 10
preparations and preservation

2.4 | Identification and use of equipment 2.4 21 11

2.5 | Prepare ready for service 25 22 12
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Work Written Oral
Projects Questions  Questions

Element 3: Store portion cuts to enterprise requirements

3.1 | Store fresh and/or Cryovac items correctly 3.1 23,24 13

3.2 Prepare and maintain correct thawing of 39 o5 14
portioned cuts

33 Store_pomoned cuts appropriately in correct 33 26 15
containers

3.4 | Label portioned cuts correctly 3.4 27 16

35 Ensure correct conqmons are maintained for 35 08 17
freshness and quality
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Glossary

Term Explanation

Animal Carcass Animal after slaughter without skin

Baste Brush with hot fat during the roasting process

Boning knife Fine bladed knife used to cut meat from bones of animals

Braise Slow cook in container with lid inside an oven

Casserole Another name for a stew

Cutlet Meat attached to the single bone of an animal

Fillet Portion of tender meat

Frenched Term used to describe fleshing meat from bone on cutlets

Grill Cooking food with heat from above or below

Heart Edible muscle of an animal

Hock Pi dfdets

Leg Portion of animal, either front or back

Liver Edible organ of an animal

Marbling Describes the Ia_yers of fr_;lt th_rough _the muscle meat of animals.
Normally found in the strip loin portion of the animal

Muscle Edible flesh of an animal

Noissette Cut from mid loin, boned and rolled, usually from lamb meat

Offal Name of collective edible organs of animals

Primary cut Carcass of animal as it comes from the abattoir to meat sellers

Restaurant Cut Single cut serves of meat to be cooked by restaurant to customers

Roast Method of cookery, inside an oven
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Term Explanation

Rump Cut of meat, from rear portion of animal legs

Salamander Equipment used to grill foods with radiated heat

Secondary cut Large muscle portions cut from carcasses of animals

Shoulder Front portion of an animal, leg and chest region

Sirloin Rib loin of beef with bone removed

Steak Single portion of boneless meat, sometimes on the bone

Stew Slow wet cooking method, usually for tough cuts of meat
Sweatbread Thymus gland from neck of animal, reducing in size as animal ages
Topside Piece of meat from leg of animal, from inside of thigh

Glossary of Terms

Students will need to note that terminology will change as they move around.
Cuts of meat may have a slightly different name in different countries.

Students are encouraged to research written companies marketing materials and the
internet sites for as much information as they can find.

Building a digital library is the work of each individual student.

When they access information they should check it against other published works to
decide the relevance of the new information.
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Element 1: Select and purchase from suppliers

Element 1:
Select and purchase from suppliers

1.1 Identify and select suppliers for purchasing of
products

Introduction
It is important to purchase your meats from a reputable supplier. A reputable supplier is a

supplier that is registered as a business in the area where they are operating.

This means they are following quality hygiene practices and laws set out by the Local or
State Governments so you can be assured that the hygiene quality of the meat purchased
by yourself is of the highest standard.

When selecting a supplier you need to consider the following:

1 Are they registered with local authorities?

1 Will they allow you to inspect their operating premises?

1 Can they consistently supply you with the product you need?
Suppliers can be large

1 Wholesalers with access to supplies from International suppliers.
Small suppliers

1 Shop owners, meat vendors close to your restaurant/cafe.

When choosing a supplier you must take into account the suppliers ability to supply you
with the product you need in the quantities you need supplied.

The person doing the purchasing needs good knowledge of products and possible
alternatives, as well as seasonal availability and current prices.

The purchasing, receiving and storage of commaodities for an establishment may be the
responsibility of the chef and kitchen staff or, if the business is large, the purchasing
manager.

Whoever orders the food from suppliers must be clear with their instructions to ensure the
business receives exactly what they need.

This person should only order the commaodities required so as to maintain freshness of
produce as well as minimising the émoney6 sitti

Goods received needs to be checked against the order sheet to ensure you have
received exactly what you ordered.

Goods also need to be checked for quality, freshness and quantity.

Storage areas for commodities should be in a convenient location for staff and they need

to be kept secure from pilfering and theft.
© ASEAN 2013
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Element 1: Select and purchase from suppliers

1.2 ldentify the primary meat cuts

Introduction

Meat for human consumption will come from various sources.
For the purposes of this unit, these will be the sources from the list below:
i Pork, domesticated
1 Beef
9 Buffalo
1 Sheep meat:
A Lamb: young animal up to 12 months of age
A Mutton: older animal that will have stronger flavour in meat
1 Goat
1 Camel.
Animals are processed at an abattoir, where they are cleaned, killed, skinned.
Larger animals, beef, buffalo, camel, carcases may be split in half for ease of handling.
These animal halves will be then divided into Primary Cuts.

Primary cuts of Lamb and Goat

1 Leg
9 Loin, rib-loin, mid-loin
1 Shoulder.

Primary cuts of Beef and Pork
1 Hindquarter

1 Forequarter.

Types of Meat or Flesh

Meat is a generic term used to describe the flesh of animals. Flesh meat is the muscle of
the animals. Offal is the term for the edible organs and other parts of the animal.

Some cultures eat everything from the animals, eyes, testicles, pizzles etc.

All students are encouraged to research cultural recipes and develop their own
knowledge in using these products in cooking. For the purposes of this training manual
we will deal mainly with common meat cuts and offal.
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Element 1: Select and purchase from suppliers

Beef Cuts

Hindquarter

A side of is beef divided into 2 Primary cuts:
i Forequarter

1 Hindquarter.

Then each one is further divided into:

I Secondary cuts and then into:
A Restaurant cuts.
See tables on following pages to match numbers.
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Element 1: Select and purchase from suppliers

Lamb Cuts

A side of lamb is usually divided into 3 Primary cuts:

1 Forequarter
M1 Loin
1 Long leg.
Then each one is further divided into:
1 Secondary cuts and then into:
A Restaurant cuts.
Variations will occur from country to country.

See tables on following pages to match numbers.
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Element 1: Select and purchase from suppliers

Pork Cuts

A side of pork is divided into 2 Primary cuts:

i Forequarter

1 Hindquarter.

Then each one is further divided into:
1 Secondary cuts and then into:

A Restaurant cuts.

See tables on following pages to match numbers.
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