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&urniture Θ &iƫngs ^kill CounĐil ;&&^CͿ ǁould like to eǆpress its grĂtitude to Ăll the indiǀiduĂls Ănd 
institutions͕ ǁho Đontributed in diīerent ǁĂǇs toǁĂrds the prepĂrĂtion of this ͞&ĂĐilitĂtor 'uide .͟ tithout 
their Đontribution͕ it Đould not hĂǀe been Đoŵpleted. ̂ peĐiĂl thĂnks Ăre eǆtended to those͕ ǁho ĐollĂborĂted 
in the prepĂrĂtion of its diīerent ŵodules. ^inĐere ĂppreĐiĂtion is Ălso eǆtended to Ăll ǁho proǀided peer 
reǀieǁ for these ŵodules.

WrepĂring this &ĂĐilitĂtor 'uide ǁould not hĂǀe been possible ǁithout ĂdeƋuĂte support froŵ &urniture 
Θ &iƫngs industrǇ. &eedbĂĐk froŵ ǀĂrious plĂǇers in the industrǇ hĂs been eǆtreŵelǇ enĐourĂging Ănd 
helpful froŵ the ǀerǇ beginning. tith their ǀĂluĂble inputs͕ ǁe hĂǀe tried to bridge the skill gĂps eǆisting 
in the industrǇ.

dhis &ĂĐilitĂtor 'uide is dediĐĂted to the Ăspiring Ǉouth͕ ǁho desire to ĂĐhieǀe speĐiĂl skills͕ ǁhiĐh ǁould 
serǀe Ăs lifelong Ăssets for their future endeĂǀours.
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dhe &ĂĐilitĂtor 'uide ;&'Ϳ for Asseŵbler Ͳ �oorsͬtindoǁs ;'lĂssͿ is priŵĂrilǇ designed to fĂĐilitĂte skill 
deǀelopŵent Ănd trĂining of people͕ ǁho ǁĂnt to beĐoŵe professionĂl Asseŵbler of �oorsͬtindoǁs ;'lĂssͿs.  
dhe &ĂĐilitĂtor 'uide is Ăligned to the QuĂliĮĐĂtion WĂĐk ;QWͿ Ănd the EĂtionĂl KĐĐupĂtionĂl ^tĂndĂrds 
;EK^Ϳ Ăs drĂŌed bǇ the &urniture Ănd &iƫngs ̂ eĐtor Ănd rĂtiĮed bǇ EĂtionĂl ̂ kill �eǀelopŵent CorporĂtion 
;E^�CͿ.

/t inĐludes the folloǁing EĂtionĂl KĐĐupĂtionĂl ^tĂndĂrds ;EK^sͿͲ

•  &&^ͬE6ϭ0ϭ Assist leĂd teĐhniĐiĂn in ǁork proĐess ʹ glĂss doors Ănd ǁindoǁs
•  &&^ͬEϴ60ϭ Ensure heĂlth Ănd sĂfetǇ Ăt ǁorkplĂĐe
•  &&^ͬEϴϱ0ϭ DĂintĂin ǁork ĂreĂ͕tools Ănd ŵĂĐhines
•  &&^ͬEϴϴ0ϭ tork eīeĐtiǀelǇ ǁith others
Option:
•  &&^ͬE6ϭ02 Assist leĂd teĐhniĐĂn in ǁork proĐess ǁoodenͬĂluŵiniuŵ doors Ănd ǁindoǁs
Wost this trĂining͕ the pĂrtiĐipĂnts ǁill be Ăble to perforŵ tĂsks Ăs Ă professionĂl ĐĂbinet ŵĂkers of ŵodulĂr 
kitĐhen. te hope thĂt this &ĂĐilitĂtor 'uide proǀides Ă sound leĂrning support to our Ǉoung friends to build 
Ă luĐrĂtiǀe ĐĂreer in the &urniture Ănd &iƫngs ^eĐtor of our ĐountrǇ.

About this 'uide
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<eǇ >eĂrning KutĐoŵes

AŌer ĂƩending the session͕ trĂinees ǁill be Ăble to:

ϭ.  /dentifǇ the ǀĂrious tǇpes of glĂss doors Ănd ǁindoǁs Įƫng produĐts ŵĂnufĂĐtured bǇ the ĐoŵpĂnǇ 
Ălong ǁith their funĐtions͕ speĐiĮĐĂtions Ănd Đoŵponents

2. /dentifǇ the knoǁͲhoǁ of ŵĂrking͕ Đuƫng glĂss͕ polishing͕ repĂiring rough edges etĐ.
ϯ.  �eŵonstrĂte the proĐess of Ăsseŵbling door Ănd ǁindoǁs Ănd plĂĐeŵent of glĂss
ϰ.  �eŵonstrĂte the proĐess of Ăsseŵbling Ănd disŵĂntling proĐedure of Đoŵponents for diīerent 

produĐts
ϱ.  >ist produĐt Ănd ǁorkplĂĐe sĂfetǇ speĐiĮĐĂtions
6.  /dentifǇ ǀĂrious tǇpes of defeĐts Ănd troubleshooting Đoŵŵon errors
7.  CoŵpĂre releǀĂnt hĂnd Ănd poǁer tools
ϴ.  /llustrĂte units of ŵeĂsureŵent
ϵ.  WrĂĐtise hĂndling of tools Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐe
ϭ0.  /dentifǇ Đoŵŵon fĂults enĐountered ǁith eƋuipŵent Ănd the ŵethods to reĐtifǇ theŵ
ϭϭ. /nterpret Ălignŵent͕ strength of ŵĂteriĂl Ănd proper seƫng of frĂŵes͕ doors Ănd other Įƫngs
ϭ2. /nterpret Ădhesiǀes͕ seĂlĂnts Ănd other Įlling ŵĂteriĂls used in Įƫngs of glĂss Ănd other struĐtures
ϭϯ.  �iīerent tǇpes of personĂl proteĐtiǀe enǀironŵent Ănd their usĂge
ϭϰ.  ApprĂise the ƋuĂlitǇ stĂndĂrds to be ŵĂintĂined
ϭϱ.  EǆplĂin stĂndĂrd operĂting proĐedures
ϭ6.  ̂ tĂte the iŵportĂnĐe of reporting Ănd doĐuŵentĂtion skills
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �eŵonstrĂte rĂpport building ǁith felloǁ pĂrtiĐipĂnts Ănd trĂiner of the progrĂŵ
•  Ensure Ă relĂǆed Ănd ĐoŵfortĂble ĐlĂssrooŵ enǀironŵent 

•   WleĂse ensure thĂt ǁhile introduĐing Ǉourself͕  Ǉou shĂre Ăt leĂst one pieĐe of personĂl inforŵĂtion suĐh 
Ăs Ǉour hobbies͕ likes͕ dislikes etĐ. ǁith the pĂrtiĐipĂnts. dhis ǁill fĂĐilitĂte pĂrtiĐipĂtion Ănd eǆĐhĂnge 
in ŵĂnǇ ǁĂǇs.

•   dĂke Ă keen interest in understĂnding the needs Ănd ĂspirĂtions of the pĂrtiĐipĂnts before Ǉou stĂrt 
ĐonduĐting the trĂining

/ntroduĐe Ǉourself͕  the progrĂŵ Ănd its purpose in detĂil. telĐoŵe the students ĐordiĂllǇ to the session. 
EǆplĂin thĂt Ǉou Ăre going to put theŵ Ăt eĂse bǇ plĂǇing Ă gĂŵe. dhis gĂŵe is ŵeĂnt to ͞breĂk the iĐe͟ Ănd 
get the students tuned to the ĐlĂss.

Wen͕ sŵĂll ǁriting pĂd͕ ǁhite boĂrd Ănd ŵĂrker

Unit ϭ.ϭ: /Đe �reĂker

Unit KbũeĐtiǀes

Eote

Eote

ZesourĐes to be Used

'ood dĂǇ Ănd Ă ǀerǇ ǁĂrŵ ǁelĐoŵe to this trĂining progrĂŵ ͚Asseŵbler Ͳ �oors ͬ tindoǁs ;'lĂssͿ .͛

•   ̂ tĂrt bǇ ǁelĐoŵing Ăll the pĂrtiĐipĂnts to the trĂining progrĂŵ Ănd ĐonǀeǇing Ă ŵessĂge of 
enĐourĂgeŵent.

•   dhĂnk Ăll the pĂrtiĐipĂnts for ũoining Ănd being Ă pĂrt of this trĂining progrĂŵ.
•   /ntroduĐe Ǉourself brieŇǇ to pĂrtiĐipĂnts͕ ǁith Ǉour nĂŵe Ănd bĂĐkground͕ Ănd Ǉour role in the trĂining 

progrĂŵ.
•   EǆplĂin the rules of the gĂŵe Ǉou Ăre going to plĂǇ Ăs Ăn ͞/Đe �reĂker .͟

^ĂǇ

�o

ϯ



ϰ

Facilitator Guide

�efore ǁe stĂrt the trĂining͕ let us spend soŵe tiŵe in introduĐing Ănd knoǁing eĂĐh other. te shĂll plĂǇ 
Ă gĂŵe. EĂĐh one of us ǁill tell the ĐlĂss his or her nĂŵe͕ hoŵetoǁn͕ hobbies Ănd Ă speĐiĂl ƋuĂlitǇ Ăbout 
hiŵselfͬherself stĂrting ǁith the ϭst leƩer of his ͬ her nĂŵe. / ǁill stĂrt ǁith ŵine.

^ĂǇ

ArrĂnge the ĐlĂss in Ă seŵiͲĐirĐleͬĐirĐle. ^ĂǇ Ǉour nĂŵe Ăloud Ănd stĂrt plĂǇing the gĂŵe ǁith Ǉour nĂŵe. 
^ĂǇ͕  ͞Eoǁ͕ eĂĐh of one Ǉou shĂll Đontinue ǁith the gĂŵe ǁith Ǉour nĂŵes͕ till the lĂst person in the ĐirĐleͬ
seŵiͲĐirĐle pĂrtiĐipĂtes .͟ >isten to Ănd ǁĂtĐh the students ǁhile theǇ plĂǇ the gĂŵe. Ask Ƌuestions Ănd 
ĐlĂrifǇ if Ǉou Ăre unĂble to understĂnd or heĂr Ă student.

Remember to –

•   �isĐourĂge ĂnǇ Ƌueries relĂted to one s͛ ĮnĂnĐiĂl stĂtus͕ genderͲorientĂtion or religious biĂs during the 
gĂŵe

•   drǇ reĐognising eĂĐh trĂinee bǇ his ͬ her nĂŵe beĐĂuse it is not reĐoŵŵended for Ă trĂiner to Ăsk the 
nĂŵe of Ă student during eǀerǇ interĂĐtion

Activity Duration Resources Used

/Đe �reĂker ϭ hr Wens͕ notebook͕ ǁhiteboĂrd Ănd ŵĂrker

AĐtiǀitǇ

ϰ



ϱ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the sĐopes of the &urniture Θ &iƫngs seĐtor in /ndiĂ 
•  /llustrĂte the ũob role of AsseŵblerͲ �oorsͬtindoǁs ;'lĂssͿ

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Kǀerǀieǁ of the &urniture Θ &iƫngs seĐtor in /ndiĂ
•  /ntroduĐtion to the ũob role͕ responsibilities Ănd skills
•  Coŵŵon tǇpes of glĂss Ănd their properties

dhis is the Įrst session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the bĂĐkground of the 
&urniture Θ &iƫngs seĐtor in /ndiĂ.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.2: /ntroduĐtion

Unit KbũeĐtiǀes

ElĂborĂte

Eote

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   CĂn ĂnǇone tell ǁhĂt the position of /ndiĂ in globĂl &urniture Ănd &iƫngs industrǇ is͍
•  ,Ăǀe Ǉou ĐheĐked ĂnǇ pĂtĐhes in the ǁindoǁs of Ǉour house͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϱ
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Facilitator Guide

•   dhe trĂinees ǁill be diǀided into groups of ϰ͕ eĂĐh Đoŵprising ϯͲϰ ŵeŵbers ;depending on the ĐĂpĂĐitǇ 
of the ĐlĂssͿ Ănd theǇ ǁill prepĂre Ă ĐhĂrt pĂper proũeĐt on ĂnǇ ϭ of the beloǁ topiĐs:

࢘   �iīerent tǇpes of furniture Ăt hoŵe Ănd Ăt ǁorkplĂĐe
࢘   thĂt does Ăn Ăsseŵbler of doors Ănd ǁindoǁs do
࢘   &urniture Θ &iƫngs seĐtor in indiĂ
࢘   &eǁ ŵĂrket plĂǇers
࢘   Coŵŵon tǇpes of glĂss Ănd their properties

•   dhe trĂiner shĂll ĂlloĐĂte eĂĐh group ϭ0 ŵinutes for plĂnning͕ ϰ0 ŵinutes for prepĂring the ĐhĂrt͕ ϱ 
ŵinutes for presenting the ĐhĂrt Ănd reŵĂining ϱ ŵinutes for reǀieǁ Ănd feedbĂĐk.

•   dhe best proũeĐt ǁill be displĂǇed on the ĐlĂssrooŵ bulletin boĂrd.
•   All trĂinees ŵust pĂrtiĐipĂte in this ĂĐtiǀitǇ.

Activity Duration (in mins) Resources Used

ChĂrt WĂper WresentĂtion 60 ŵins

ChĂrt pĂper ;ĂnǇ light pĂstel ĐolourͿ͕ 
ĐrĂǇons͕ ǁĂter Đolour͕  ĐelloͲtĂpes͕ ĐoƩon͕ 
sĐissors͕ pĂint brushes͕ Ădhesiǀes͕ penĐil͕ 

erĂser͕  shĂrpener͕  hĂndbook.

Ask the pĂrtiĐipĂnts to reŵeŵber Ănd sĂǇ feǁ ǁords on furniture. CĂpture eĂĐh response Ăs it Đoŵes on 
the ǁhiteboĂrd. Use this opportunitǇ to introduĐe essentiĂl terŵs͕ too.

Activity Duration (in mins) Resources Used

WlĂǇing ǁith tords ϭϱ ŵins thiteboĂrd ͬ ŇipĐhĂrt͕ ŵĂrker

AĐtiǀitǇ

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ &riends͕ noǁ thĂt ǁe hĂǀe Đoŵpleted this ĂĐtiǀitǇ͕  let us pĂrtiĐipĂte in Ănother 
ĂĐtiǀitǇ.

�id Ǉou like the gĂŵe͍ CĂn Ǉou see hoǁ ŵĂnǇ ǁords Ǉou ĂlreĂdǇ knoǁ Ăbout &urniture͍

^ĂǇ

^ĂǇ

6
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Assembler- Doors/Windows (Glass)

•   Ask Ă student to suŵŵĂriǌe ǁhĂt ǁĂs disĐussed in the session.
•   �eŵonstrĂte enthusiĂsŵ for subũeĐt ŵĂƩer͕  Đourse Ănd pĂrtiĐipĂnt s͛ ǁork.
•   <eep the ĂŵbienĐe ĐonstruĐtiǀe Ănd positiǀe.
•   Ensure eĂĐh Đontribution is giǀen fĂir ĐonsiderĂtion.

�o

•   Ask the pĂrtiĐipĂnts if theǇ hĂǀe ĂnǇ Ƌuestions.
•   EnĐourĂge other pĂrtiĐipĂnts to Ănsǁer it Ănd enĐourĂge peer leĂrning in the ĐlĂss.
•   Ansǁer Ăll the doubts in ĐĂse ĂnǇ to the pĂrtiĐipĂnts.
•   Ask theŵ to Ănsǁer the Ƌuestions giǀen in the pĂrtiĐipĂnt ŵĂnuĂl.
•   Ensure thĂt Ăll the pĂrtiĐipĂnts Ănsǁer eǀerǇ Ƌuestion.

Eotes for &ĂĐilitĂtion

7



ϴ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the ǀĂrious tǇpes of Įƫng produĐts for glĂss doors ͬ ǁindoǁs͕ their Đoŵponents͕ funĐtions 
Ănd speĐiĮĐĂtions

dhis is the seĐond session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the ǀĂrious tǇpes of glĂss 
doors Ănd ǁindoǁs Įƫng produĐts Ălong ǁith their funĐtions͕ speĐiĮĐĂtions Ănd Đoŵponents.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϯ: dǇpes of 'lĂss �oors Ănd tindoǁs &iƫng WroduĐts

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   &unĐtionĂlitǇ of WĂtĐh &iƫngs
•   WĂtĐh &iƫngs Ͳ Coŵponents Ănd 'enerĂl ^peĐiĮĐĂtions
•   �oƩoŵ WĂtĐh
•   dop WĂtĐh
•   KǀerpĂnel WĂtĐh
•   KǀerpĂnel ^ide WĂtĐh
•   KǀerpĂnel WĂtĐh ǁith &iǆing WlĂte
•   Corner WĂtĐh >oĐk
•   Centre WĂtĐh >oĐk
•   Counter >oĐk for Centre WĂtĐh >oĐk 
•  ^ingle �oor ǁith KǀerpĂnel on top 
•  �ouble �oor ǁith KǀerpĂnel on top

ElĂborĂte

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer seen ĂnǇone instĂll or replĂĐe Ă glĂss door or ǁindoǁ͍ �o Ǉou reŵeŵber the diīerent 
Įƫngs used͍

trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

ϴ



ϵ

Assembler- Doors/Windows (Glass)

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ so thĂt ǁe ĐĂn identifǇ diīerent glĂss doors Ănd ǁindoǁs Įƫng 
produĐts. 

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou ĐĂn identifǇ the Įƫng produĐts eĂsilǇ. 

^ĂǇ

^ĂǇ

•  ^hoǁ WoǁerWoint slides Đoŵprising iŵĂges of diīerent tǇpes of pĂtĐh Įƫngs͕ loĐks Ănd ĐonneĐtors on 
glĂss doors 

•  Ask students to identifǇ Ănd nĂŵe diīerent tǇpes of Įƫngs 
•  Ask students to ǀolunteer Ănd nĂŵe these tǇpes
•  AppreĐiĂte the students ǁith right Ănsǁers

Activity Duration (in mins) Resources Used

^ee Ănd >eĂrn ϭϱ ŵins WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser pointer͕  etĐ.

AĐtiǀitǇ

•  ^ingle �oor ǁith KǀerpĂnel Θ ^idelight
•  ^ingle �oor ǁith KǀerpĂnel Θ ^idepĂnels ;eĂĐh sideͿ 
•  �ouble �oor ǁith KǀerpĂnel Θ ^idepĂnels ;eĂĐh sideͿ 
•  &unĐtionĂlitǇ of ConneĐtors
•  ConneĐtors Ͳ Coŵponents Ănd 'enerĂl ^peĐiĮĐĂtions

•   :ot doǁn the ĐruĐiĂl points on the ǁhiteboĂrd Ăs the students speĂk.
•   ̂ hĂre Ǉour inputs Ănd insight͕ to enĐourĂge the students Ănd Ădd onto ǁhĂt theǇ tĂlk Ăbout.
•   Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.

�o

•  Ask Ƌuestions to ensure thĂt students ĐĂn identifǇ the Įƫng produĐts 
•  Ask repeĂtedlǇ ǁhether students hĂǀe ĂnǇ Ƌuestion
•  Ensure thĂt Ǉou hĂǀe Ănsǁered Ăll the Ƌueries rĂised in the ĐlĂss 

Eotes for &ĂĐilitĂtion

ϵ



ϭ0

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �eŵonstrĂte the proĐess of ŵĂrking
•  �eŵonstrĂte the proĐess of Đuƫng glĂss
•  Kutline the proĐesses of polishing Ănd repĂiring rough edges

dhis is the third session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the ǀĂrious operĂtions like 
ŵĂrking͕ Đuƫng glĂss͕ polishing͕ repĂiring͕ etĐ.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϰ: DĂrking͕ Cuƫng 'lĂss͕ Wolishing͕ ZepĂiring Zough 
Edges etĐ.

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

/n this session͕ ǁe ǁill disĐuss the folloǁing points:
•   DĂrking tools
•   ̂ teps inǀolǀed in ŵĂrking proĐess
•   WreĐĂutions to be tĂken ǁhile ŵĂrking
•   Cuƫng tools Ͳ generĂl
•   Cuƫng tools Ͳ for glĂss
•   ̂ teps inǀolǀed in Đuƫng proĐess
•   WreĐĂutions to be tĂken ǁhile Đuƫng glĂss
•   dools for polishing Ănd repĂiring rough edges
•   ̂ teps inǀolǀed in polishing Ănd repĂiring proĐesses

ElĂborĂte

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer seen ĂnǇone Đuƫng glĂss͍ �o Ǉou reŵeŵber the tools used͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

ϭ0
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Assembler- Doors/Windows (Glass)

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ ǀisiting the lĂborĂtorǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

^ĂǇ

^ĂǇ

•  dĂke the ĐlĂss to lĂborĂtorǇ 
•  �iǀide the ĐlĂss into feǁ groups Đoŵprising of ϯͲϰ students depending on the bĂtĐh siǌe
•  'iǀe eĂĐh group Ă ĐleĂn pieĐe of sƋuĂre glĂss ;eĂĐh side ϭ0 ĐŵͿ͕ Ă set eĂĐh of ŵĂrking tools͕ 

ŵeĂsuring tools Ănd polishing tools.
•  Ask eĂĐh group to Đut out Ă ĐirĐle froŵ the sƋuĂre glĂss Ănd polish it niĐelǇ
•  �eŵonstrĂte the proĐess before theǇ stĂrt ǁorking 
•  'uide theŵ throughout the ĂĐtiǀitǇ Ănd help theŵ Ăs reƋuired

Activity Duration (in mins) Resources Used

>ĂborĂtorǇ sisit ϭ20 ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ sƋuĂre glĂss͕ 
ŵĂrking tools͕ ŵeĂsuring tools͕ Đuƫng 
tools Ănd polishing tools

AĐtiǀitǇ

•   Ensure pĂrtiĐipĂtion bǇ Ăll students.
•   Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk. 
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding ĐorreĐt input. 
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk.
•   �eŵonstrĂte the entire proĐess͕ if reƋuired.

�o

•  Ask Ăll the Ƌueries rĂised bǇ students during lĂborĂtorǇ ǀisit 
•  EnĐourĂge peerͲleĂrning in ĐlĂss 
•  'uide students throughout the lĂborĂtorǇ ǀisit

Eotes for &ĂĐilitĂtion
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ϭ2

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   DĂnĂge prepĂrĂtorǇ ǁork Ănd on site Ăssessŵent before ǁork initiĂtion
•   �eŵonstrĂte hoǁ to Ăssist in instĂlling glĂss doors Ănd ǁindoǁs Ănd ĐonduĐting ƋuĂlitǇ ĐheĐk

dhis is the fourth session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the ǀĂrious phĂses in 
Ăsseŵbling door Ănd ǁindoǁs͕ Ănd plĂĐing glĂss in theŵ.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϱ: Asseŵbling �oor Ănd tindoǁ Ănd WlĂĐeŵent of 'lĂss

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

'ood dĂǇ Ănd Ă ǀerǇ ǁĂrŵ ǁelĐoŵe to this trĂining progrĂŵ ͚AsseŵblerͲ �oors ͬ tindoǁs ;'lĂssͿ .͛�efore 
ǁe stĂrt todĂǇ s͛ ĐhĂpter͕  let us hĂǀe Ă round of interĂĐtions. 

^ĂǇ

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   DĂnĂging prepĂrĂtorǇ ǁork Ănd on site Ăssessŵent before ǁork initiĂtion
•   'Ăthering Ănd orgĂniǌing reƋuired tools Ănd eƋuipŵent͕ Ăs ǁell Ăs hĂrdǁĂre Įƫngs for Ăsseŵbling Ănd 

instĂllĂtion
•   UnpĂĐking the ŵĂteriĂls ͬpĂrts Ăs per instruĐtions froŵ ŵĂnufĂĐturer Ănd leĂd
•   Assisting in ĐĂrrǇing out Ă risk Ăssessŵent for the instĂllĂtion proĐess Ănd ĂĐĐordinglǇ Ădǀising the 

Đlient on the hĂǌĂrds ĂssoĐiĂted ǁith the ǁork
•   dools reƋuired in ŵĂrking͕ plĂĐeŵent Ănd fĂstening diīerent tǇpes of Įƫngs Ănd ĐonneĐtors ;hinges͕ 

Ňoor springs͕ oǀerheĂd Đlosers͕ hĂndles͕ knobs͕ loĐks͕ etĐ.Ϳ
•   Wuƫng ŵĂrkings of plĂĐeŵent positions
•   Using fĂstener sǇsteŵs to fĂsten hĂrdǁĂre ĂĐĐessories ͬ Įƫngs

ElĂborĂte

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer replĂĐed Ăn old glĂss pĂne Ăt hoŵe͍ �o Ǉou reŵeŵber the proĐess͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

ϭ2
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Assembler- Doors/Windows (Glass)

•   CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•   Ensure pĂrtiĐipĂtion bǇ Ăll students
•   Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding ĐorreĐt input
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ ǀisiting the lĂborĂtorǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood DeĂsuring KperĂtions 
reĂllǇ ǁell.

^ĂǇ

^ĂǇ

Kn reĂĐhing the lĂborĂtorǇ͕  diǀide the students into ϰ groups. Ask the students to instĂll Ă buƩ hinge Ănd Ă 
strĂight sliding bolt on Ă door. Wroǀide the reƋuisite kits Ănd tools for ŵeĂsuring͕ ŵĂrking͕ plĂĐeŵent Ănd 
fĂstening. dhe tĂsk ŵust be diǀided in the folloǁing ŵĂnner:

•  DeĂsuring operĂtions: 'roup ϭ
•  DĂrking operĂtions: 'roup 2
•  WlĂĐeŵent operĂtions: 'roup ϯ 
•  &Ăstening operĂtions: 'roup ϰ

Activity Duration (in mins) Resources Used

>ĂborĂtorǇ sisit ϭϴ0 ;ŵĂǆiŵuŵͿ

WĂrtiĐipĂnt hĂndbook͕ sƋuĂre glĂss͕ 
ŵĂrking tools͕ ŵeĂsuring tools͕ Đuƫng 
tools͕ buƩ hinge͕ strĂight sliding bolt͕ 
fĂstening tools

AĐtiǀitǇ

�o

•  Ensure thĂt Ǉou hĂǀe Ănsǁered the Ƌuestions rĂised bǇ Ăll the groups 
•  �eŵonstrĂte the hĂndsͲon proĐedures prior to the ĂĐtiǀitǇ 
•  /nforŵ students iŵŵediĂtelǇ if theǇ Ăre doing ĂnǇthing ǁrong 
•  ,elp eĂĐh group ǁhile theǇ perforŵ their ĂĐtiǀities 

Eotes for &ĂĐilitĂtion

ϭϯ
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �eŵonstrĂte the Ăsseŵbling Ănd disŵĂntling proĐedure of lĂtĐh Ănd hĂndle unit
•   �eŵonstrĂte the Ăsseŵbling Ănd disŵĂntling proĐedure of door knob ĂsseŵblǇ ͬ unit
•   �eŵonstrĂte the Ăsseŵbling Ănd disŵĂntling proĐedure of ŵortise loĐk ĂsseŵblǇ ͬ unit

dhis is the ĮŌh session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the ǀĂrious phĂses in 
Ăsseŵbling Ănd disŵĂntling Đoŵponents for diīerent produĐts.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.6: Asseŵbling Ănd �isŵĂntling WroĐedure

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   AsseŵblǇ Ănd disŵĂntling proĐesses for lĂtĐh Ănd hĂndle unit
•   AsseŵblǇ Ănd disŵĂntling proĐesses for door knob unit
•   AsseŵblǇ Ănd disŵĂntling proĐesses for ŵortise loĐk unit

ElĂborĂte

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer disŵĂntled Ă door knob or Ă hĂndle͍ thĂt did Ǉou Įnd inside͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭϰ
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�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

^ĂǇ

�iǀide the ĐlĂss into feǁ groups͕ depending on the bĂtĐh strength. 'iǀe eĂĐh group one of the folloǁing:

•   >ĂtĐh Ănd ,Ăndle Unit
•   <nob
•   WĂtĐh ^eƫng
•   &loor ^pring AsseŵblǇ
•   KǀerheĂd Closer AsseŵblǇ
•   Dortise >oĐk Unit
Ask the groups to disŵĂntle the iteŵs͕ identifǇ Ănd nĂŵe the Đoŵponents͕ Ănd reĂsseŵble theŵ. 
Wroǀide the reƋuisite tools Ănd kits to eĂĐh group.

Activity Duration (in mins) Resources Used

�reĂk Ănd �uild ϭ20 ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ ĂsseŵblǇ units ;to 
be disŵĂntled Ănd reĂsseŵbledͿ͕ fĂstening 
tools͕ poǁer tools ;ĂutoŵĂtiĐ sĐreǁdriǀerͿ

AĐtiǀitǇ

•   CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion.
•   Ensure pĂrtiĐipĂtion bǇ Ăll students.
•   Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk. 
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding ĐorreĐt input. 
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk.
•   �eŵonstrĂte the entire proĐess͕ if reƋuired.

�o

•  'uide students throughout the hĂndsͲon ĂĐtiǀitǇ 
•  'uide students in using the tools Ănd eƋuipŵent 

Eotes for &ĂĐilitĂtion

ϭϱ
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ ǀĂrious produĐt Ănd ǁorkplĂĐe sĂfetǇ speĐiĮĐĂtions in &urniture Θ &iƫngs relĂted produĐts 
Ănd ǁorkplĂĐe

dhis is the seǀenth session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the ǀĂrious produĐt Ănd 
ǁorkplĂĐe sĂfetǇ speĐiĮĐĂtions͕ Ăbided bǇ Ăll ĂĐross the globe.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.7: WroduĐt Ănd torkplĂĐe ^ĂfetǇ ^peĐiĮĐĂtions

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   �eĮnition of sĂfetǇ speĐiĮĐĂtions
•   WroduĐt sĂfetǇ speĐiĮĐĂtions
•   torkplĂĐe sĂfetǇ speĐiĮĐĂtions

ElĂborĂte

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer held Ănd looked Ăt Ă tube light͍ �id Ǉou notiĐe the ͞CE͟ ŵĂrk on it͍ CĂn Ǉou tell the 
ŵeĂning͍

trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭ6
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�id Ǉou enũoǇ the ĂĐtiǀitǇ͍ / Ăŵ sure thĂt this ĂĐtiǀitǇ hĂs helped Ǉou in grĂsping the ĐonĐept ǁell.

^ĂǇ

dhe trĂinees ǁill be diǀided into groups of ϰ͕ eĂĐh Đoŵprising ϯͲϰ ŵeŵbers ;depending on the ĐĂpĂĐitǇ 
of the ĐlĂssͿ Ănd eĂĐh group ǁill prepĂre Ă list of the sĂfetǇ speĐiĮĐĂtions ;uniǀersĂllǇ ĂĐĐeptedͿ regĂrding 
the folloǁing:

•   AsseŵblǇ͕  instĂllĂtion Ănd repĂir of the ǀĂrious Đoŵponents of furniture Θ Įƫngs
•   &ire sĂfetǇ
•   WersonĂl WroteĐtiǀe EƋuipŵent ;WWEͿ

Activity Duration (in mins) Resources Used

WrepĂre Ă >ist 60 ŵins WĂrtiĐipĂnt hĂndbook͕ pen͕ pĂper

AĐtiǀitǇ

•   <eep the students on trĂĐk.
•   <eep the ĂŵbienĐe ĐonstruĐtiǀe Ănd positiǀe.
•   Ensure eĂĐh Đontribution is giǀen fĂir ĐonsiderĂtion.
•  EǆplĂin ǁhǇ sĂfetǇ speĐiĮĐĂtions Ăre neĐessĂrǇ for Asseŵblers 

�o

•  Ensure students do not loose interest in the ĐlĂss 
•  EǆplĂin sĂfetǇ detĂils to students Ănd inforŵ thĂt soŵe of the speĐiĮĐĂtions ĐĂn ǀĂrǇ froŵ orgĂnisĂtion 

to orgĂnisĂtion 
•  Wut ŵore foĐus on using personĂl proteĐtiǀe eƋuipŵent

Eotes for &ĂĐilitĂtion

ϭ7
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǆplĂin troubleshooting for Ăsseŵblers
•   /dentifǇ Ănd disĐuss the ǀĂrious tǇpes of defeĐts Ănd errors in Ăsseŵbling glĂss doors Ănd ǁindoǁs

dhis is the eighth session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the ǀĂrious tǇpes of 
defeĐts Ănd errors in Ăsseŵbling Ănd instĂlling doors Ănd ǁindoǁs͕ Ăs ǁell Ăs their ĐĂuses͕ reŵedies Ănd 
troubleshooting.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϴ: sĂrious dǇpes of �efeĐts Ănd droubleshooting

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   DeĂning of troubleshooting
•   EǆplĂnĂtion of the generĂl troubleshooting proĐess
•   KbũeĐtiǀes of troubleshooting
•   sĂrious defeĐts Ănd errors in Ăsseŵbling glĂss doors Ănd ǁindoǁs
•   Dethods to identifǇ suĐh defeĐts Ănd errors

ElĂborĂte

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer Đoŵe ĂĐross terŵites Ănd dĂŵp splotĐhes in the ǁĂll neĂr Ă door or Ă ǁindoǁ͍
•   thĂt ĐĂn be the reĂsons behind suĐh defeĐts͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭϴ
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�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

/nforŵ the students thĂt it ǁill be Ă group ĂĐtiǀitǇ. dĂke trĂinees to Ă ǁorkshop͕ ǁhere Ǉou ĐĂn Įnd ǀĂrious 
kinds of defeĐts Ănd troubleshooting. �iǀide the ĐlĂss in ϯͲϰ groups bĂsed on ĐlĂss strength. AlloĐĂte Ă 
Đoŵŵon defeĐt thĂt Ăn Asseŵbler ĐĂn enĐounter ǁhile ǁorking͕ suĐh Ăs: 

•  tĂter seepĂge 
•  �iĸĐultǇ in opening Ănd Đlosing the ǁindoǁ 
•  DisĂlignŵent 
•  'Ăps Ăt the frĂŵe Đorner 
•  DisĂligned lĂtĐhes etĐ.
Ask eĂĐh group to Đoŵplete their tĂsk ǁithin their ĂlloƩed tiŵefrĂŵe. DĂke sure Ǉou ǁĂtĐh theŵ ǁorking 
Ănd guide theŵ throughout the proĐess Ăs reƋuired. 

Activity Duration in hours Resources Used

torkshop sisit ϰͲϱ
^tudent id ĐĂrd͕ pen͕ notepĂd͕ 
pĂrtiĐipĂnt hĂndbook͕ tools reƋuired for 
troubleshooting 

AĐtiǀitǇ

•  Ask repeĂtedlǇ if students hĂǀe ĂnǇ Đonfusion
•  EǆplĂin ǁhǇ troubleshooting should be ĐheĐked ǁithout ĂnǇ delĂǇ 
•  ClĂrifǇ identifǇing proĐess of the defeĐts 

�o

•  'uide students throughout ǁorkshop ǀisit 
•  Ensure thĂt Ǉou Ăre ĐlĂrifǇing Ăll of their doubts 
•  DĂke sure Ǉou Ăre ĐreĂting Ă ĐollĂborĂtiǀe enǀironŵent in ĐlĂss .

Eotes for &ĂĐilitĂtion

ϭϵ
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•   Use releǀĂnt hĂnd tools
•   Use releǀĂnt poǁer tools
•   Use fĂsteners Ănd ĐonneĐtors ǁheneǀer neĐessĂrǇ
•   ̂ upport reŵoǀĂl of old ǁindoǁs Ănd door Ălong ǁith other reŵoǀĂble ĂrĐhiteĐturĂl Įƫngs ǁith hĂnd 

Ănd poǁer tools
•   Assess trueness of struĐture using leǀel Ănd pluŵb bob tools

dhis is the ninth session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the releǀĂnt hĂnd tools͕ 
poǁer tools͕ fĂsteners͕ ĐonneĐtors͕ ĐheĐking tools͕ Ăs ǁell Ăs their feĂtures͕ operĂtions Ănd preĐĂutionĂrǇ 
ŵeĂsures ǁhile operĂting theŵ.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϵ: ZeleǀĂnt ,Ănd Ănd Woǁer dools

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt tool ǁould Ǉou use to Đut out Ă sƋuĂre pieĐe froŵ Ă reĐtĂngulĂr pieĐe of ǁood͍
•   tould Ǉou use the sĂŵe tool in Đuƫng Ă sheet of glĂss͍
•   CĂn these tools be used for drilling holes in the door͍
•  thǇ do Ǉou think eǆtrĂ ĐĂre is reƋuired ǁhile hĂndling poǁer tools͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points: 

•  Coŵŵon ŵeĂsuring tools Ănd their feĂtures 
•  Coŵŵon ŵĂrking tools Ănd their feĂtures
•  Coŵŵon Đuƫng tools Ănd their feĂtures
•  Coŵŵon plĂning tools Ănd their feĂtures 
•  Coŵŵon striking tools Ănd their feĂtures

ElĂborĂte

20
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•  Coŵŵon ĐĂrǀing tools Ănd their feĂtures 
•  Coŵŵon shĂping tools Ănd their feĂtures 
•  Coŵŵon fĂstening tools Ănd their feĂtures
•  Coŵŵon boring ͬ drilling tools Ănd their feĂtures
•  Coŵŵon gripping tools Ănd their feĂtures
•  Coŵŵon ĐheĐking tools Ănd their feĂtures
•  ^ĂfetǇ ŵeĂsures to be folloǁed ǁhile using hĂnd tools
•  Coŵŵon poǁer tools Ănd their feĂtures
•  EleĐtriĐĂl sĂfetǇ ŵeĂsures to be folloǁed ǁhile hĂndling poǁer tools
•  Coŵŵon fĂsteners Ănd ĐonneĐtors ǁith feĂtures
•  WroĐedure of replĂĐing old doors Ănd ǁindoǁs Ănd the tools inǀolǀed
•  WroĐedure of ĐheĐking trueness of struĐture using ĐheĐking tools

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

dĂke the ĐlĂss for Ă ǀisit to Ă neĂrbǇ ǁorkshop͕ ǁhere theǇ Ăre reƋuired to obserǀe Ănd leĂrn the folloǁing:

•   ̂ teps of using the ǀĂrious hĂnd Ănd poǁer tools
•   ̂ ĂfetǇ ŵeĂsures folloǁed in using theŵ
•   dǇpes of fĂsteners Ănd ĐonneĐtors used
•   �iīerenĐes in the tools used for Đuƫng ǁood͕ ŵetĂl Ănd glĂss
•   WersonĂl proteĐtiǀe eƋuipŵent used͕ if ĂnǇ
•   WroduĐt Ănd ǁorkplĂĐe sĂfetǇ speĐiĮĐĂtions ĂppliĐĂble in the ǁorkshop
•  'uide the students throughout this ǀisit
•  Ask theŵ if theǇ hĂǀe Ƌuestions Ănd proǀide inforŵĂtion Ăs reƋuired

Activity Duration (in mins) Resources Used

torkshop sisit 200 ;ŵĂǆiŵuŵͿ ^tudent id ĐĂrd͕ pen͕ notepĂd͕ pĂrtiĐipĂnt 
hĂndbook

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

2ϭ
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•  ^hoǁ eĂĐh tool in ĐlĂss Ănd eǆplĂin their funĐtions in detĂils 
•  ZepeĂt the funĐtions if reƋuired 
•  DĂke sure students Ăre using the tools bǇ theŵselǀes 
•  EǆplĂin the iŵportĂnĐe of personĂl proteĐtiǀe eƋuipŵent ǁhile ǁorking

�o

•  Ensure Ǉou Ăre guiding students during ǁorkshop ǀisit
•  EǆplĂin the sĂfetǇ reƋuireŵents ǁhile using tools 
•  Ask students to reǀieǁ the pĂrtiĐipĂnt ŵĂnuĂl Ănd Ăsk Ƌuestions if theǇ hĂǀe ĂnǇ 

Eotes for &ĂĐilitĂtion
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǆplĂin ŵeĂsureŵent
•   ApprĂise ŵeĂsureŵent sǇsteŵs being used ĂĐross the globe
•  /dentifǇ ŵeĂsuring tools 
•   �eŵonstrĂte the proĐess of ŵeĂsuring diŵensions
•   �eŵonstrĂte the proĐess of Đonǀersion of into fps fps ;footͲpoundͲseĐondͿ sǇsteŵ

dhis is the tenth session of the progrĂŵ thĂt ǁill giǀe us Ă brief introduĐtion to the populĂr units of 
ŵeĂsureŵent͕ the proĐess of ŵeĂsuring the bĂsiĐ diŵensions Ănd Đonǀersion of D<^ sǇsteŵ into &W^͕ Ănd 
ǀiĐe ǀersĂ. te ǁill Ălso reĐĂpitulĂte the Đoŵŵon DeĂsuring dools.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob role͖ speĐiĂllǇ ŵeĂsuring toolsͿ

Unit ϭ.ϭ0: Units of DeĂsureŵent 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt tool ǁould Ǉou use to ŵeĂsure the length͕ ǁidth Ănd thiĐkness of Ă ǁindoǁ frĂŵe͍
•  �o Ǉou knoǁ hoǁ to use it͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   EǆplĂnĂtion of ŵeĂsureŵent
•   dhe ŵeĂsureŵent sǇsteŵs populĂr ĂĐross the globe
•   &ps ;british sǇsteŵͿ units of ŵeĂsureŵent
•   Dks ;ŵetriĐ sǇsteŵͿ units of ŵeĂsureŵent
•   ZelĂtion betǁeen the british sǇsteŵ Ănd ŵetriĐ sǇsteŵ
•   Conǀersion tĂble for Đonǀerting ŵks into fps Ănd ǀiĐe ǀersĂ
•   Coŵŵon ŵeĂsuring tools Ănd hoǁ to use theŵ
•   dhe ǀĂrious proĐesses of ŵeĂsuring diŵensions

ElĂborĂte

2ϯ
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Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

Ask the students to Įnd out the tĂllest Ănd the shortest students in the ĐlĂss. &irstlǇ͕  hold Ă brĂinstorŵing 
session of ϱ ŵinutes to help the ĐlĂss in deǀising Ă ŵethod for ĐĂrrǇing out this tĂsk.

•   �iǀide the ĐlĂss into͕ sĂǇ͕  ϰͲϱ groups.
•   Ask the ŵeŵbers in eĂĐh group to ŵeĂsure their indiǀiduĂl heights͕ ǁith the help of Ă ŵeĂsuring tĂpe͕ 

bǇ stĂnding ĂgĂinst the ǁĂll͕ ŵeĂsuring their respeĐtiǀe lengths froŵ the feet Ănd ŵĂking Ă penĐil ͬ 
ĐhĂlk ŵĂrk ĂgĂinst the end of the ŵeĂsuring tĂpe.

•   dhe Ăboǀe ŵeĂsureŵent ŵust be tĂken bǇ Ă pĂrtner.
•   Ask the ĐonĐerned student to ǁrite doǁn his ͬ her initiĂls Ănd the ŵeĂsureŵent ;in Đŵ or inĐhesͿ 

ĂgĂinst the ŵĂrk͕ thus ŵĂde.
•   Ask the 'roup >eĂder to ĐoŵpĂre Ăll the ŵĂrks for Ăll group ŵeŵbers Ănd note doǁn the nĂŵes Ănd 

heights of the tĂllest Ănd the shortest students in the group.
•   ZepeĂt the Ăboǀe proĐess for Ăll the groups͕ till ǁe Įnd ϰͲϱ sets ;for eĂĐh groupͿ of tĂll Ănd short 

students.
•   Ask for tǁo ǀolunteers froŵ the ĐlĂss.
•   Kne of theŵ ŵust ĐoŵpĂre the heights of Ăll tĂll students͕ till the height of the tĂllest student is Ărriǀed 

Ăt.
•   Kne of theŵ ŵust ĐoŵpĂre the heights of Ăll short students͕ till the height of the shortest student is 

Ărriǀed Ăt.
•   dhe Đonǀersion forŵulĂe to be used Ăre:
•   WroduĐt Ănd torkplĂĐe ^ĂfetǇ ^peĐiĮĐĂtions ĂppliĐĂble in the ǁorkshop
•   ϭ foot с ϭ2 inĐhes
•   ϭ inĐh с 2.ϱϰ Đentiŵetre
•   All heights ŵust be eǆpressed in inĐhes.

Activity Duration (in mins) Resources Used

DeĂsuring ,eight ͬ >ength 20 ŵins ;ŵĂǆiŵuŵͿ Wen͕ notebook͕ ĐĂlĐulĂtor ;one for eĂĐh 
groupͿ͕ ŵeĂsuring tĂpe͕ ǁriting pĂd͕ etĐ.

AĐtiǀitǇ

�id Ǉou Įnd the ĂĐtiǀitǇ fruiƞul͍ / hope Ăll of Ǉou Ăre ĂǁĂre of the proĐess of ŵeĂsuring the diŵension of 
length Ănd height.

^ĂǇ

2ϰ
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Assembler- Doors/Windows (Glass)

�id Ǉou Įnd the ĂĐtiǀitǇ fruiƞul͍ / hope Ăll of Ǉou Ăre noǁ ĂǁĂre of the proĐess of ŵeĂsuring the diŵension 
of ĂreĂ.

^ĂǇ

•   Ensure thĂt the students ĂĐĐept the ĂĐtiǀitǇ in Đoŵplete good huŵour.
•   :ot doǁn iŵportĂnt obserǀĂtions on the thiteboĂrd͕ ǁith the help of ŵĂrker.
•   Wroǀide instruĐtions Ănd inputs to enĐourĂge Ănd help the groups in ĐĂrrǇing out the ĂĐtiǀitǇ suĐĐessfullǇ.
•   dhĂnk Ăll students in the ĐlĂss for their ĂĐtiǀe pĂrtiĐipĂtion.

�o

Eoǁ thĂt ǁe hĂǀe understood the ĐonĐept of length Ănd height͕ let us noǁ tĂke Ă breĂk for Ă Đouple of 
ŵinutes Ănd pĂrtiĐipĂte in Ănother ĂĐtiǀitǇ͕  to understĂnd the ĐonĐept of ĂreĂ.

^ĂǇ

•   /nstruĐt the students to Įnd out the ĂreĂ of the ĐlĂss͛ entrĂnĐe door.
•   Ask theŵ ǁhĂt ǁould hĂǀe been the ĂreĂ of the door if it ǁere rotĂted ĐloĐkǁise͕ Ănd͕ if there ǁould 

hĂǀe been ĂnǇ diīerenĐe in both the ĂreĂs.
•   &irstlǇ͕  hold Ă brĂinstorŵing session of ϱ ŵinutes to help the students in deǀising Ă ŵethod for ĐĂrrǇing 

out this tĂsk.
•   All ŵeĂsureŵents ŵust be eǆpressed in sƋuĂre inĐhes ͬ sƋuĂre feet.

Activity Duration (in mins) Resources Used

DeĂsuring AreĂ 20 ŵins ;ŵĂǆiŵuŵͿ Wen͕ notebook͕ ĐĂlĐulĂtor ;one for eĂĐh 
groupͿ͕ ŵeĂsuring tĂpe͕ ǁriting pĂd͕ etĐ.

AĐtiǀitǇ

•  Ask for Ă ǀolunteer ǁho ǁill ǁrite iŵportĂnt points on the ǁhite boĂrd 
•  EnĐourĂge peerͲleĂrning in ĐlĂss 
•  Ask students to ĂpplǇ the teĐhniƋue Ăt hoŵe Ăs ǁell 

�o

•  EnĐourĂge students to ĂpplǇ skills Ăt hoŵe 
•  DĂke sure Ǉou hĂǀe Ăddressed eǀerǇone s͛ ƋuerǇ 
•  ConduĐt the ĂĐtiǀitǇ ǁithout shoǁing ĂnǇ biĂs 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǀĂluĂte the iŵportĂnĐe of hĂndling of tools Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐe
•   ZeĐognise the essentiĂls of hĂndling of tools Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐe

dhis is the eleǀenth session of the progrĂŵ thĂt ǁill help us in leĂrning Ăbout ĂppropriĂte hĂndling of tools 
Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐes.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭϭ: ,Ăndling of dools Ănd EƋuipŵent

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer seen the surfĂĐe of Ă door or ǁindoǁ ĂŌer ǀĂrnishing͍ Kr ĂŌer sĂnding͍
•   �o Ǉou think tools Ănd eƋuipŵent ŵust be hĂndled ǁith ĐĂre on suĐh Įnished surfĂĐes͍ thǇ͍ thĂt 

Đould hĂppen if otherǁise͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   dhe iŵportĂnĐe of hĂndling of tools Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐe
•   dhe �os Ănd the �on͛ts of hĂndling of tools Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐe

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

26
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Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ǉou understood the dos Ănd don͛ts of using tools. 

^ĂǇ

�iǀide the ĐlĂss into feǁ groups ;of 2Ͳϯ ŵeŵbers eĂĐhͿ͕ depending on the bĂtĐh strength. Ask eĂĐh group 
to eǆplĂin one ͞�o͟ Ănd one ͞�on͛t͟ for using tools Ănd eƋuipŵent on Įnished surfĂĐe.

Activity Duration (in mins) Resources Used

dhink Ănd ^hĂre 60 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting 
pĂd͕ etĐ.

AĐtiǀitǇ

•  EǆplĂin ǁhǇ students should hĂndle the tools ǁith proper ĐĂre 
•  DĂke sure Ǉou hĂǀe shoǁn the usĂges of tools Ănd eƋuipŵent through hĂndsͲon ĂĐtiǀities 

�o

•  Ask students repeĂtedlǇ if theǇ hĂǀe ĂnǇ Đonfusion 
•  ZepeĂt the lesson if it is neĐessĂrǇ 
•  Ask other students to Ănsǁer their peers Ănd enĐourĂge peerͲleĂrning .

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   /dentifǇ the Đoŵŵon fĂults ǁith ,Ănd dools Ănd deŵonstrĂte ŵethods to reĐtifǇ theŵ
•   /dentifǇ the Đoŵŵon fĂults ǁith Woǁer dools Ănd deŵonstrĂte ŵethods to reĐtifǇ theŵ

dhis is the tǁelŌh session of the progrĂŵ thĂt ǁill help us in leĂrning Ăbout ĂppropriĂte hĂndling of tools 
Ănd eƋuipŵent ǁith ĐĂre on Įnished surfĂĐes.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭ2: Coŵŵon &Ăults Ănd their ZeĐtiĮĐĂtion Dethods

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer fĂĐed diĸĐultǇ in using Ă sĂǁ͍ CĂn Ǉou desĐribe the probleŵ͍
•   thĂt Đould hĂǀe been the reĂson behind this diĸĐultǇ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   Coŵŵon fĂults ǁith hĂnd tools
•   Dethods to reĐtifǇ the Đoŵŵon fĂults ǁith hĂnd tools
•   Coŵŵon fĂults ǁith poǁer tools
•   Dethods to reĐtifǇ the Đoŵŵon fĂults ǁith poǁer tools

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

2ϴ
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Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell. >et us noǁ do soŵething 
to ensure thĂt ǁe hĂǀe leĂrnt the ĐonĐept.

^ĂǇ

•  'iǀe eĂĐh student Ă fĂultǇ hĂnd tool or Ă poǁer tool 
•  Ask eǀerǇone to Įnd speĐiĮĐ fĂults in eĂĐh of the giǀen tools Ănd reĐtifǇ those 
•  'uide theŵ throughout the repĂiring proĐess 
•  �eŵonstrĂte the repĂiring proĐess Ănd usĂge of neĐessĂrǇ tools to repĂir Ăs reƋuired 
•  Ask students to subŵit their reports to Ǉou
•  CheĐk hoǁ theǇ hĂǀe ǁorked Ănd deŵonstrĂte the repĂiring proĐesses Ăd needed 

Activity Duration Resources Used

ZepĂir Ănd >eĂrn ϭ hour WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
hĂnd tools Ănd poǁer tools Ăs neĐessĂrǇ

AĐtiǀitǇ

•   WĂuse Ănd repeĂt Ăs per reƋuests froŵ students.
•   drĂnslĂte the English ǁords into the loĐĂl lĂnguĂge knoǁn bǇ Ă ŵĂũoritǇ of the students in the ĐlĂss.
•   EǆplĂin the ǀideos pĂtientlǇ Ănd ǁith Ă sŵiling fĂĐe.
•   :ot doǁn the ĐruĐiĂl points on the ǁhiteboĂrd Ăs the students speĂk.
•   ̂ hĂre Ǉour inputs Ănd insight͕ to enĐourĂge the students Ănd Ădd onto ǁhĂt theǇ tĂlk Ăbout.
•   Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.

�o

�iǀide the ĐlĂss into feǁ groups͕ depending on its bĂtĐh strength. Wroǀide eĂĐh group ǁith Ă fĂultǇ hĂnd 
or poǁer tool Ănd Ăsk the groups to identifǇ the fĂults ĂssoĐiĂted ǁith the tools. AŌer deteĐting the fĂults͕ 
eĂĐh group ŵust identifǇ the probĂble reĂsons behind the fĂult Ănd stĂte ŵethods to reĐtifǇ the sĂŵe.

Activity Duration (in mins) Resources Used

&Ăult /dentiĮĐĂtion 60 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting 
pĂd͕ etĐ.

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

2ϵ
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Facilitator Guide

•   CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion.
•   Ensure pĂrtiĐipĂtion bǇ Ăll students.
•   Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk. 
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding ĐorreĐt input.
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk.
•   �eŵonstrĂte the entire proĐess͕ if reƋuired.

�o

•  EnĐourĂge students to rĂise Ƌueries in ĐlĂss 
•  Wroǀide Ǉour inputs during the ĂĐtiǀitǇ sessions 
•  ClĂrifǇ eǀerǇone s͛ Ƌuestions politelǇ 

Eotes for &ĂĐilitĂtion
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �isĐuss Ălignŵent Ănd strength of ŵĂteriĂl for glĂss doors Ănd ǁindoǁs
•   �eŵonstrĂte the proĐess of ĐheĐking for funĐtioning͕ Ălignŵent etĐ. Ănd reĐtifǇ ĂnǇ error found

dhis is the thirteenth session of the progrĂŵ thĂt ǁill introduĐe us to the ĐonĐepts fo Ălignŵent͕ strength 
of ŵĂteriĂl͕ Ădhesiǀes͕ seĂlĂnts Ănd Įllers.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭϯ: �isĐussing Alignŵent͕ ^trength of DĂteriĂl Ănd Wroper 
^eƫng of &rĂŵes͕ �oors

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer Ăpplied glue to ũoin ĂnǇthing͍ �o Ǉou think ũoining glĂss͕ ǁood Ănd ŵetĂls reƋuire speĐiĂl 
tǇpes of glue͍ CĂn Ǉou nĂŵe Ă feǁ͍

•   thǇ Ăre soŵe glĂsses ŵore briƩle thĂn others͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   �eĮnition of Alignŵent
•   Dethod to deterŵine Ălignŵent for doors Ănd ǁindoǁs
•   Dethod to ĐheĐk for Ălignŵent Ănd reĐtifǇ errors in Ălignŵent
•   �eĮnition of ^trength of DĂteriĂls
•   sĂrious phǇsiĐĂl pĂrĂŵeters thĂt deterŵine the strength Ănd robustness of glĂss
•   Dethod to seleĐt Ănd ĂpplǇ Ădhesiǀes
•   Dethod to seleĐt Ănd ĂpplǇ seĂlĂnts Ănd other Įllers

ElĂborĂte

ϯϭ



ϯ2

Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou Įnd the ĂĐtiǀitǇ fruiƞul͍ >et us noǁ pĂrtiĐipĂte in Ănother ĂĐtiǀitǇ to studǇ the ̂ trength of ŵĂteriĂls.

^ĂǇ

^ĂǇ

Ask the students to studǇ Ăll doors Ănd ǁindoǁs in the ĐlĂss. dhen͕ theǇ ŵust reǀieǁ Ănd Đoŵŵent on the 
Ălignŵent͕ seƫng Ănd plĂĐeŵent of the doors Ănd ǁindoǁs. AŌer theǇ Ăre done͕ Ăsk theŵ to subŵit their 
reǀieǁͲsheet. 

Activity Duration (in mins) Resources Used

Kbserǀe Ănd ^hĂre ϯ0 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting 
pĂd͕ etĐ.

AĐtiǀitǇ

�iǀide the ĐlĂss into feǁ groups͕ depending on the bĂtĐh strength. Wroǀide eĂĐh group ǁith 2 diīerent 
tǇpes of glĂss. Ensure thĂt eĂĐh group reĐeiǀes Ă sepĂrĂte set of glĂsses. Ask eĂĐh group to guess the 
ĐoŵpĂrĂtiǀe strength of the glĂsses Ănd ũot theŵ doǁn on Ă pieĐe of pĂper. &inĂllǇ͕  the groups ŵust shĂre 
the points ǁith the rest of the ĐlĂss. EnĐourĂge Ă disĐussion ǁith their obserǀĂtion Ănd giǀe theŵ neĐessĂrǇ 
inforŵĂtion Ăs reƋuired.

Activity Duration (in mins) Resources Used

dhink Ănd ^hĂre 60 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting 
pĂd͕ etĐ.

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

•  �esĐribe the pĂrĂŵeters Ănd ǀĂlues in detĂils in ĐlĂss 
•  EǆplĂin ǁhǇ Ălignŵent is neĐessĂrǇ ǁhile ǁorking 
•  EǆplĂin ǁhĂt one should do if ĂnǇ defeĐt or fĂult ĐĂn be found out

�o

ϯ2



ϯϯ

Assembler- Doors/Windows (Glass)

•  Ask for Ă ǀolunteer ǁho ǁill ǁrite the signiĮĐĂnt points on ǁhite boĂrd 
•  EnĐourĂge peerͲleĂrning in ĐlĂss 
•  DĂke sure students hĂǀe understood the ĐhĂpter ĐleĂrlǇ 

Eotes for &ĂĐilitĂtion

ϯϯ



ϯϰ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss the Ădhesiǀes͕ seĂlĂnts Ănd other Įlling ŵĂteriĂls used in glĂss Įƫngs
•  �eŵonstrĂte hoǁ to ĂpplǇ Ădhesiǀes for glĂss Įƫngs
•  �eŵonstrĂte hoǁ to Ăssist in identifǇing Ănd ĂpplǇing ŵĂteriĂls Ănd seĂlĂnt to Įll gĂps in surfĂĐes Ănd 

triŵ eǆĐess ŵĂteriĂls

dhis is the fourteenth session of the progrĂŵ thĂt ǁill Ăiŵ disĐussing Ădhesiǀes͕ seĂlĂnts Ănd other Įlling 
ŵĂteriĂls used in Įƫngs of glĂss Ănd other struĐtures. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  Ădhesiǀes͕ seĂlĂnt͕ Įllers eƋuipŵent Ănd tools 
for ĂpplǇing these ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭϰ: �isĐussing Alignŵent͕ ^trength of DĂteriĂl͕ 
Adhesiǀes͕ ^eĂlĂnts Ănd Kther &illing DĂteriĂls

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou knoǁ ǁhĂt Ăn Ădhesiǀe is͍
•  CĂn Ǉou nĂŵe soŵe of the ŵĂteriĂls thĂt Ăre used for Įƫng the glĂss͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Coŵŵon tǇpes of Ădhesiǀes Ănd their usĂge 
•  Coŵŵon tǇpes of seĂlĂnts Ănd their usĂge 
•  Coŵŵon tǇpes of Įllers 
•  ApplǇing Ădhesiǀes for glĂss Įƫngs 
•  /dentifǇing Ănd ĂpplǇing ŵĂteriĂls Ănd seĂlĂnt to Įll gĂps
•  ApplǇing seĂlĂnts
•  ApplǇing Įllers

ElĂborĂte

ϯϰ



ϯϱ

Assembler- Doors/Windows (Glass)

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

dĂke the trĂinees to the lĂborĂtorǇ Ănd diǀide theŵ in three groups Ănd the ŵeŵbers in eĂĐh group ǁill be 
bĂsed on the bĂtĐh strength. 'iǀe eĂĐh group Ăn Ădhesiǀe͕ Ă seĂlĂnt Ănd Įller. EĂĐh of the group ǁill hĂǀe 
to ĂpplǇ those Ăs shoǁn in the ĐlĂss. Allot ϭ hour for this ĂĐtiǀitǇ. tĂtĐh students perforŵing Ănd guide 
theŵ ǁhereǀer is reƋuired. 

Activity Duration (in hours) Resources Used

>ĂborĂtorǇ sisit 1 Adhesiǀe͕ seĂlĂnt͕ Įllers͕ tools reƋuired for 
ĂpplǇing those 

•  EǆplĂin the usĂge of Ădhesiǀes. seĂlĂnts Ănd Įllers in detĂils 
•  �isĐuss its iŵportĂnĐe Ăs ǁell 
•  ^hoǁ hoǁ to ĂpplǇ these in ĐlĂss 
•  EǆplĂin the steps in detĂils 

^ĂǇ

^ĂǇ

�o

AĐtiǀitǇ

•  Ask students to go through eǀerǇ liƩle detĂil in the lĂborĂtorǇ 
•  Ask theŵ to rĂise Ƌuestions 
•  DĂke sure Ǉou Ăre Ăddressing Ăll the Ƌueries ǁith pĂtienĐe 

Eotes for &ĂĐilitĂtion

ϯϱ



ϯ6

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �isĐuss the ǀĂrious sĂfetǇ stĂndĂrds Ănd preĐĂutions to be tĂken
•   EǆplĂin the ŵeĂning Ănd obũeĐtiǀe of WersonĂl WroteĐtiǀe EƋuipŵent
•  ApplǇ sĂfetǇ eƋuipŵent Ănd personĂl proteĐtion eƋuipŵent Ăs needed
•   EǆplĂin ǁhǇ the Ňoor guĂrdͬ other Ňoor sĂfetǇ ŵĂteriĂl ŵust be spreĂd on the Ňoor to preǀent dĂŵĂge 

to the ŇoorͬindiǀiduĂ

dhis is the ĮŌeenth session of the progrĂŵ thĂt ǁill introduĐe us to the ĐonĐepts of sĂfetǇ Ănd preĐĂutions͕ 
uses of WWE Ănd ƋuĂlitǇ students

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭϱ: ^ĂfetǇ ^tĂndĂrds Θ WreĐĂutions Ănd WWEs

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer used Ă sĂǁ ǁithout ǁeĂring proteĐtiǀe gloǀes͍ �o Ǉou think it ǁĂs Ă right thing to do͍
•   thǇ is ƋuĂlitǇ so iŵportĂnt in the ũob role of Ăn Asseŵbler͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

ϯ6



ϯ7

Assembler- Doors/Windows (Glass)

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   sĂrious sĂfetǇ stĂndĂrds Ănd preĐĂutions to be tĂken
•   ̂ Ăfe hĂndling of Woǁer dools
•   ̂ Ăfe ,Ăndling of ,Ănd dools
•   DeĂning͕ obũeĐtiǀe Ănd uses of WersonĂl WroteĐtiǀe EƋuipŵent
•   /ŵportĂnĐe of spreĂding Ňoor guĂrdͬ other Ňoor sĂfetǇ ŵĂteriĂl on the Ňoor to preǀent dĂŵĂge to the 

ŇoorͬindiǀiduĂl
•   sĂrious hĂǌĂrds ĂssoĐiĂted ǁith the Ňoor Ănd the proteĐtiǀe ĂĐtion to be tĂken
•   /ŵportĂnĐe of ĐleĂning the ǁork ĂreĂ to ensure hĂǌĂrd free ǁork
•   /ŵportĂnĐe of ĐonduĐting onͲsite ŵodiĮĐĂtions Ănd touĐh up
•  ,oǁ to gĂther Ăll the tools Ănd eƋuipŵent Ănd reŵoǀe froŵ the site
•   ,oǁ to ǁipe the instĂllĂtion Ănd ĐleĂn the ǁork ĂreĂ
•   /ŵportĂnĐe Ănd proĐess of debris reŵoǀĂl
•   AppropriĂte ǁĂste disposĂl teĐhniƋues

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

^hoǁ the ĐlĂss feǁ ǀideos on hoǁ to use diīerent WWE͕ froŵ Ǉour lĂptop. EǆplĂin ǁhĂt Ǉou Ăre shoǁing Ănd 
pĂuse in betǁeen͕ if reƋuired. dhe sĂŵple links Ăre:

•   hƩps:ͬͬǁǁǁ.Ǉoutube.ĐoŵͬǁĂtĐh͍ǀсst7n:e',ĂϰD ;^ĂfetǇ ,elŵet ^tĂndĂrdsͿ
•   hƩps:ͬͬǁǁǁ.Ǉoutube.ĐoŵͬǁĂtĐh͍ǀсĐAĂZĂfE2Apϰ ;Cuƫng through CutͲresistĂnt gloǀesͿ
•   hƩps:ͬͬǁǁǁ.Ǉoutube.ĐoŵͬǁĂtĐh͍ǀсĂϱǇCr'Yn26U ;thǇ to ǁeĂr ^ĂfetǇ 'lĂssesͿ
AŌer ǁĂtĐhing the ǀideos͕ Ăsk ϯͲϰ students froŵ the ĐlĂss to ǀolunteer. /nstruĐt these students to trǇ 
ǁeĂring feǁ WWE͕ ǁ.r.t the ǀideos. dhe other students ǁill obserǀe Ănd tĂke doǁn iŵportĂnt notes. 'uide 
students throughout the proĐess Ănd help theŵ Ăs reƋuired.

Activity Duration (in mins) Resources Used

tĂtĐh Ănd �o ϯ0 ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser pointer͕  
feǁ seleĐted ppe͕ etĐ.

AĐtiǀitǇ

ϯ7



ϯϴ

Facilitator Guide

�id Ǉou enũoǇ the ĂĐtiǀitǇ͍ >et us noǁ ǁork on Ănother ĂĐtiǀitǇ͕  to leĂrn beƩer Ăbout ƋuĂlitǇ stĂndĂrds for 
Asseŵblers.

^ĂǇ

•   WĂuse Ănd repeĂt Ăs per reƋuests froŵ students.
•   drĂnslĂte the English ǁords into the loĐĂl lĂnguĂge knoǁn bǇ Ă ŵĂũoritǇ of the students in the ĐlĂss.
•   EǆplĂin the ǀideos pĂtientlǇ Ănd ǁith Ă sŵiling fĂĐe.
•   :ot doǁn the ĐruĐiĂl points on the ǁhiteboĂrd Ăs the students speĂk.
•   ̂ hĂre Ǉour inputs Ănd insight͕ to enĐourĂge the students Ănd Ădd onto ǁhĂt theǇ tĂlk Ăbout.
•   ,elp ǀolunteers ǁith the WWE.
•   Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.

•  �ring tools in ĐlĂss to shoǁ its usĂge to students 
•  DĂke sure Ǉou hĂǀe eǆplĂined the dos Ănd don͛ts for using these tools 
•  Ask Ƌuestions during the ǀideos so thĂt Ǉou get to knoǁ ǁhether students Ăre understĂnding diīerent 

ĐonĐepts 
•  �ring ǀĂrious WWE in ĐlĂss to shoǁ its use 

�o

�o

Ask eĂĐh student͕ to speĂk for Ă durĂtion not ŵore thĂn tǁo ŵinutes͕ in his ͬ oǁn ǁords͕ on the things to 
be done bǇ Ăn Asseŵbler to ŵĂintĂin ƋuĂlitǇ stĂndĂrds Ăt ǁork.

Activity Duration (in mins) Resources Used

dǁo Dinutes KnlǇ ϰϱ ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

•  EǆplĂin ǁhĂt ĐĂn hĂppen if students Ăre not ĐĂutious enough ǁhile ǁorking 
•  �eŵonstrĂte ǁhĂt one should do if ĂnǇ hĂǌĂrd oĐĐurs

Eotes for &ĂĐilitĂtion

ϯϴ



ϯϵ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the iŵportĂnĐe of ĐleĂning the ǁork ĂreĂ to ensure hĂǌĂrd free ǁork
•  �eŵonstrĂte hoǁ to ĐonduĐt on site ŵodiĮĐĂtions Ănd touĐh up
•  EǆplĂin the iŵportĂnĐe of gĂthering Ăll the tools Ănd eƋuipŵent͕ Ănd reŵoǀe froŵ the site
•  �esign the proĐess of ǁiping Ănd ĐleĂning the ǁork ĂreĂ
•  WrĂĐtise hoǁ to reŵoǀe debris Ănd dispose ǁĂste ĂppropriĂtelǇ ĂŌer ǁork Đoŵpletion

dhis is the siǆteenth session of the progrĂŵ thĂt ǁill Ăiŵ disĐussing Ădhesiǀes͕ seĂlĂnts Ănd other Įlling 
ŵĂteriĂls used in Įƫngs of glĂss Ănd other struĐtures. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  ĐleĂning eƋuipŵent Ănd tools for ĂpplǇing 
these ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭ6: QuĂlitǇ ^tĂndĂrds to be DĂintĂined

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou keep Ǉour houses ĐleĂn on Ă regulĂr bĂsis͍ 
•  �o Ǉou think ĐleĂning our ǁorkplĂĐes is neĐessĂrǇ͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Unit KbũeĐtiǀes

ZesourĐes to be Used

Eotes

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  CleĂn the ǁork ĂreĂ to ensure hĂǌĂrd free ǁork
•  ConduĐt ĂnǇ on site ŵodiĮĐĂtions thĂt ŵĂǇ be reƋuired Ănd touĐh up if needed
•  'Ăther Ăll the tools Ănd eƋuipŵent Ănd reŵoǀe froŵ the site
•  tipe the instĂllĂtion Ănd ĐleĂn the ǁork ĂreĂ
•  Zeŵoǀe the debris Ănd dispose the ǁĂste ĂppropriĂtelǇ ĂŌer ǁork Đoŵpletion in ĂĐĐordĂnĐe to ǁĂste 

disposĂl poliĐǇ

ElĂborĂte

ϯϵ



ϰ0

Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

•  dĂke the students to Ă ǁorkshop ĂŌer the ǁorkers hĂǀe Đoŵpleted their ǁork
•  �iǀide the ĐlĂss in three or four groups bĂsed on the group
•  Allot Ă pĂrtiĐulĂr Đorner to eĂĐh group Ănd Ăsk theŵ to ĐleĂn the ĂreĂ 
•  'iǀe theŵ neĐessĂrǇ eƋuipŵent Ănd tools for ĐleĂning 
•  CheĐk the ĂreĂs ĂŌer students hĂǀe Đoŵpleted their ǁork 
•  AppreĐiĂte students for their perforŵĂnĐe 
•  Also ĂppreĐiĂte the group ǁho perforŵed the best in this ĂĐtiǀitǇ 

Activity Duration (in hours) Resources Used

torkshop sisit 1 EeĐessĂrǇ eƋuipŵent for ĐleĂning

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  Ensure pĂrtiĐipĂtion bǇ Ăll students
•  Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk

^ĂǇ

^ĂǇ

�o

AĐtiǀitǇ

•  Ask students ǁhǇ theǇ should ĐleĂn the ǁork ĂreĂ 
•  dĂke Đues froŵ their Ănsǁers to shoǁ the iŵportĂnĐe of ĐleĂnliness 
•  ^hoǁ the steps for ĐleĂning in detĂils

Eotes for &ĂĐilitĂtion

ϰ0



ϰϭ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǆplĂin stĂndĂrd operĂting proĐedures 
•   >ist ^KWs for door ͬ ǁindoǁ instĂllĂtion

dhis is the seǀenteenth session of the progrĂŵ thĂt ǁill help us in leĂrning Ăbout the stĂndĂrd operĂting 
proĐedures Ănd doĐuŵentĂtion essentiĂl for Asseŵblers.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϭ.ϭ7: ^tĂndĂrd KperĂting WroĐedures

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   CĂn ĂnǇone tell ŵe the ŵeĂning of ^tĂndĂrd KperĂting WroĐedure͍
•   thǇ Ăre ^tĂndĂrd KperĂting WroĐedures reƋuired͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   �eĮnition of ^tĂndĂrd KperĂting WroĐedures
•   ̂ KWs for door ͬ ǁindoǁ instĂllĂtion
•   ,oǁ to Ăssist in reƋuisite doĐuŵentĂtion Ăs per orgĂniǌĂtion protoĐol
•   ,oǁ to tĂke note of inputsͬ feedbĂĐk Ănd Ăssist in Đoŵpletion of the proĐedurĂl doĐuŵents Ănd 

undertĂke Đustoŵer signoī digitĂllǇ ͬ on pĂper
•   ,oǁ to Ăssist in Ădǀising Đustoŵer on ĂnǇ releǀĂnt ŵĂintenĂnĐe reƋuireŵents in ĂĐĐordĂnĐe ǁith 

orgĂniǌĂtionĂl poliĐǇ

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϰϭ



ϰ2

Facilitator Guide

ArrĂnge the students in Ă seŵiͲĐirĐle Ănd enĐourĂge theŵ to stĂrt Ă 'roup �isĐussion on: ͞^tĂndĂrd 
KperĂting WroĐedures ensure ƋuĂlitǇ Ănd eliŵinĂte deǀiĂtions .͟

Activity Duration (in mins) Resources Used

'roup �isĐussion ϭϱ ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

•  DĂke sure eǀerǇone is pĂrtiĐipĂting in the group disĐussion 
•  EǆplĂin the iŵportĂnĐe of ^KWs 

�o

•  �eŵonstrĂte the instĂllĂtion teĐhniƋues in detĂils 
•  DĂke sure Ǉou hĂǀe disĐussed the speĐiĂl reƋuireŵents in detĂils 

Eotes for &ĂĐilitĂtion

ϰ2



ϰϯ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  ApplǇ reƋuisite doĐuŵentĂtion Ăs per orgĂniǌĂtion protoĐol
•  ^ketĐh hoǁ to tĂke note of inputsͬ feedbĂĐk Ănd Ăssist in Đoŵpletion of the proĐedurĂl doĐuŵents Ănd 

undertĂke Đustoŵer signoī digitĂllǇ ͬ on pĂper
•  /dentifǇ the proĐess to Ădǀise Đustoŵer on ĂnǇ releǀĂnt ŵĂintenĂnĐe reƋuireŵents in ĂĐĐordĂnĐe ǁith 

orgĂniǌĂtionĂl poliĐǇ

dhis is the eighteenth session of the progrĂŵ thĂt ǁill help us to understĂnd reporting Ănd doĐuŵentĂtion 
skills in furniture Ănd Įƫng industrǇ. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϭ.ϭϴ: Zeporting Ănd �oĐuŵentĂtion ^kills

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think orgĂnisĂtionĂl protoĐols Ăre neĐessĂrǇ͍ 
•  �o Ǉou think doĐuŵentĂtion is neĐessĂrǇ ĂŌer Đoŵpleting Ă ǁork͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:
•  CleĂn the ǁork ĂreĂ to ensure hĂǌĂrd free ǁork
•  ConduĐt ĂnǇ on site ŵodiĮĐĂtions thĂt ŵĂǇ be reƋuired Ănd touĐh up if needed
•  'Ăther Ăll the tools Ănd eƋuipŵent Ănd reŵoǀe froŵ the site
•  tipe the instĂllĂtion Ănd ĐleĂn the ǁork ĂreĂ
•  Zeŵoǀe the debris Ănd dispose the ǁĂste ĂppropriĂtelǇ ĂŌer ǁork Đoŵpletion in ĂĐĐordĂnĐe to ǁĂste 

disposĂl poliĐǇ

ElĂborĂte

ϰϯ



ϰϰ

Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  AnnounĐe thĂt this ĂĐtiǀitǇ is going to be Ăn indiǀiduĂl ĂĐtiǀitǇ 
•  'iǀe the folloǁing ĐĂse studǇ to students 

࢘  ^uppose Ǉou ǁork Ăt A�C &urniture Wǀt. >td. You hĂǀe reĐentlǇ ǁorked for Đlient y Ănd noǁ the 
Đlient hĂs proǀided Ǉou feedbĂĐk. You ĐĂn Įnd out froŵ the feedbĂĐk thĂt Ǉour Đlient is not hĂppǇ 
ǁith Įnishing Ănd ĐleĂning pĂrt eǀen though he is sĂtisĮed ǁith Ăsseŵbling. 

•  Ask students to reǀieǁ the ĐĂse studǇ Ănd ũot doǁn hisͬher neĐessĂrǇ steps in this situĂtion 
•  Ask students to subŵit the pĂpers to Ǉou 
•  CheĐk Ănd reǀieǁ the pĂpers Ănd disĐuss it in ĐlĂss 
•  AppreĐiĂte the best ǁriƩen pĂper in ĐlĂss 

Activity Duration (in minutes) Resources Used

CĂse ^tudǇ  ϭϱ WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

AĐtiǀitǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  Ensure pĂrtiĐipĂtion bǇ Ăll students
•  Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk
•  'iǀe suggestions to Đoŵplete the ĂĐtiǀitǇ 

•  Ensure students understĂnd the reƋuireŵents ĐleĂrlǇ 
•  'uide theŵ throughout the ĂĐtiǀitǇ 

^ĂǇ

^ĂǇ

Eotes for &ĂĐilitĂtion

�o

ϰϰ



ϰϱ

Assembler- Doors/Windows (Glass)

2. Ensure ,eĂlth Ănd ^ĂfetǇ Ăt 
torkplĂĐe
Unit 2.ϭ Ͳ Coŵŵon ,eĂlth Ănd ^ĂfetǇ ,ĂǌĂrds in Ă tork Enǀironŵent
Unit 2.2 Ͳ WroĐedures for ^Ăfe ,Ăndling of dools Ănd EƋuipŵent
Unit 2.ϯ Ͳ ,oǁ to Zespond to Ăn EŵergenĐǇ ^ituĂtion
Unit 2.ϰ Ͳ WotentiĂl Zisks Ănd dhreĂts
Unit 2.ϱ Ͳ KrgĂniǌĂtionĂl Zeporting WrotoĐol
Unit 2.6 Ͳ ,eĂlth Ănd ^ĂfetǇ WrĂĐtiĐes Ăt tork WlĂĐe  
Unit 2.7 Ͳ WotentiĂl ,ĂǌĂrds Ănd Zisks Wresent Ăt &urniture Ănd &iƫngs ZelĂted torkplĂĐe
Unit 2.ϴ Ͳ ^torĂge Ănd ,Ăndling of ,ĂǌĂrdous ^ubstĂnĐes
Unit 2.ϵ Ͳ /ŵportĂnĐe of 'ood ,ousekeeping
Unit 2.ϭ0 Ͳ WroĐedure for ^Ăfe �isposĂl of tĂste
Unit 2.ϭϭ Ͳ ^Ăfe torking WrĂĐtiĐes in Ă &urniture Ănd &iƫngs torkplĂĐe
Unit 2.ϭ2 Ͳ �eĂl ǁith Ăn AĐĐident ǁhiĐh /nǀolǀes ,uŵĂn >ife
Unit 2.ϭϯ Ͳ dǇpes of WersonĂl proteĐtiǀe EƋuipŵent Ănd their Use
Unit 2.ϭϰ Ͳ &olloǁ ^Ăfe torking WrĂĐtiĐes Ăt tork
Unit 2.ϭϱ Ͳ �iīerent Zisks AssoĐiĂted ǁith EleĐtriĐĂl EƋuipŵent
Unit 2.ϭ6 Ͳ Wreǀentiǀe Ănd ZeŵediĂl AĐtions for Eǆposure to doǆiĐ DĂteriĂls 
Unit 2.ϭ7 Ͳ CĂuses of &ire͕ dǇpes Ănd Uses of &ire Eǆtinguishers͕ ^ĂfetǇ ^igns
Unit 2.ϭϴ Ͳ sĂrious dǇpes of ^ĂfetǇ ^igns 
Unit 2.ϭϵ Ͳ �ĂsiĐ &irst Aid dreĂtŵents ZeleǀĂnt to the Condition
Unit 2.20 Ͳ ^Ăfe >iŌing WrĂĐtiĐes Ănd CorreĐt �odǇ Wostures
Unit 2.2ϭ Ͳ  >ist of EĂŵes͕ ContĂĐt �etĂils of Ăll the people Zesponsible for  

,eĂlth Ănd ^ĂfetǇ in Ă torkplĂĐe

FFS/N8601



ϰ6

Facilitator Guide

<eǇ >eĂrning KutĐoŵes

AŌer ĂƩending the session͕ trĂinees ǁill be Ăble to:

ϭ.  ZeĐognise the Đoŵŵon heĂlth Ănd sĂfetǇ hĂǌĂrds in Ă ǁork enǀironŵent
2.  �isĐuss orgĂniǌĂtionĂl proĐedures for sĂfe hĂndling of tools Ănd eƋuipŵent
ϯ.  �eŵonstrĂte hoǁ to respond to Ăn eŵergenĐǇ situĂtion
ϰ.  /dentifǇ Ănd Ăssess potentiĂl risks Ănd threĂts
ϱ.  Use heĂlth Ănd sĂfetǇ prĂĐtiĐes Ăt ǁork plĂĐe
6.  /dentifǇ potentiĂl hĂǌĂrds Ănd risks ǁhiĐh ŵĂǇ be present Ăt furniture Ănd Įƫngs relĂted ǁorkplĂĐe
7.  �isĐuss the storĂge Ănd hĂndling of hĂǌĂrdous substĂnĐes
ϴ.  EǆplĂin the iŵportĂnĐe of good housekeeping
ϵ.  �isĐuss the proĐedure to be folloǁed for sĂfe disposĂl of ǁĂste
ϭ0.  �isĐuss hoǁ to deĂl ǁith Ăn ĂĐĐident thĂt inǀolǀes huŵĂn life
ϭϭ.  �esĐribing the diīerent tǇpes of personĂl proteĐtiǀe eƋuipŵent Ănd their use
ϭ2.  �eŵonstrĂte hoǁ to folloǁ sĂfe ǁorking prĂĐtiĐes ǁhile Ăt ǁork
ϭϯ.  /dentifǇ the diīerent risks ĂssoĐiĂted ǁith the use of eleĐtriĐĂl eƋuipŵent
ϭϰ.  �isĐuss the preǀentĂtiǀe Ănd reŵediĂl ĂĐtions to be tĂken in the ĐĂse of eǆposure to toǆiĐ ŵĂteriĂls
ϭϱ.  /dentifǇ the ǀĂrious ĐĂuses of Įre
ϭ6.  �iīerentiĂte betǁeen the diīerent tǇpes of Įre eǆtinguishers Ănd disĐuss their use
ϭ7.  �eŵonstrĂte the teĐhniƋues of using the diīerent Įre eǆtinguishers
ϭϴ.  /dentifǇ the ǀĂrious tǇpes of sĂfetǇ signs Ănd reĐĂll their ŵeĂning
ϭϵ.  �isĐuss the ĂppropriĂte bĂsiĐ Įrst Ăid treĂtŵent releǀĂnt to the Đondition
20.  AnĂlǇse the iŵportĂnĐe of sĂfe liŌing prĂĐtiĐes Ănd ĐorreĐt bodǇ postures
2ϭ.  >ist the nĂŵes Ănd the ĐontĂĐt detĂils of Ăll the people responsible for heĂlth Ănd sĂfetǇ in Ă ǁorkplĂĐe

ϰ6



ϰ7

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �iīerentiĂte betǁeen risk͕ hĂǌĂrd Ănd threĂt
•   EǆplĂin oĐĐupĂtionĂl hĂǌĂrds
•   /dentifǇ the Đoŵŵon heĂlth Ănd sĂfetǇ hĂǌĂrds

dhis is the nineteenth session of the progrĂŵ thĂt ǁill teĂĐh us Ăbout the heĂlth Ănd sĂfetǇ hĂǌĂrds Ăt 
ǁorkplĂĐe͕ relĂted preĐĂutions Ănd the orgĂniǌĂtionĂl proĐedures for the sĂfe hĂndling of tools Ănd 
eƋuipŵent.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.ϭ: Coŵŵon ,eĂlth Ănd ^ĂfetǇ ,ĂǌĂrds in Ă tork 
Enǀironŵent

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   �o Ǉou think siƫng or stĂnding in the sĂŵe position for long hours is good for Ǉour heĂlth͍
•   /f Ǉou Įnd Ă ĐheŵiĐĂl in Ăn unlĂbelled ĐontĂiner͕  ǁould Ǉou use it͍
•   thĂt ǁould Ǉou do if Ǉou Įnd loose ĐĂble lǇing on the Ňoor in the ǁorkshop͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points: 

•  �iīerenĐe betǁeen risk͕ hĂǌĂrd Ănd threĂt  
•  EǆplĂining oĐĐupĂtionĂl hĂǌĂrds
•   Coŵŵon heĂlth Ănd sĂfetǇ hĂǌĂrds
•   Dethods of hĂǌĂrd preǀention Ănd Đontrol

ElĂborĂte

ϰ7



ϰϴ

Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ >et us noǁ pĂrtiĐipĂte in Ănother one. 

^ĂǇ

^ĂǇ

'iǀe the students diīerent hĂǌĂrdous situĂtions to ĂnĂlǇse͕ for eǆĂŵple

•   CheŵiĐĂl spill on the Ňoor
•   dools sĐĂƩered on the Ňoor
•   torking on Ă lĂdder͕  hoist or ĐrĂne
•   ̂ ŵoking ĐigĂreƩes
•   UnlĂbelled ĐheŵiĐĂl ĐontĂiner
•   &rĂǇed eleĐtriĐĂl Đords
•   UnsheĂthed kniǀes Ănd shĂrp tools
•   EǆĐessiǀe ŵeĐhĂniĐĂl ǀibrĂtion
•   CoƩon bĂndĂges stĂined ǁith blood
Ask students to ĐlĂssifǇ these situĂtions into heĂlth or sĂfetǇ hĂǌĂrds. Also͕ Ăsk theŵ to stĂte the 
preĐĂutionĂrǇ ŵeĂsures for the sĂŵe.

Wroǀide eĂĐh student ǁith Ă sĂŵple feedbĂĐk forŵ Ănd Ăsk hiŵ ͬ her to Įll it up͕ ĂĐĐording to his ͬ her 
understĂnding Ănd disĐretion. AŌer the students Đoŵplete the tĂsk͕ Ăsk theŵ to eǆĐhĂnge forŵs ǁith their 
pĂrtners Ănd ĐheĐk theŵ.

Activity Duration (in mins) Resources Used

ClĂssifǇ Ănd AnĂlǇse ϯ0 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

^hoǁ the ĐlĂss feǁ ppt slides on diīerent hĂnd Ănd poǁer tools. Ask the students to identifǇ the tools 
shoǁn on the slides. Kn identiĮĐĂtion of the tools͕ the students ŵust stĂte 2 sĂfe hĂndling tips for eĂĐh 
tool.

AppreĐiĂte the students ǁho perforŵed ǁell in this ĂĐtiǀitǇ.

Activity Duration (in mins) Resources Used

/dentifǇ Ănd ^hĂre 60 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting 
pĂd͕ etĐ.

AĐtiǀitǇ

ϰϴ



ϰϵ

Assembler- Doors/Windows (Glass)

�id Ǉou Įnd this ĂĐtiǀitǇ fruiƞul͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

•   EnĐourĂge the students to eǆplore hoǁ the trĂining session ĐĂn help theŵ iŵproǀe their ǁork
•   <eep the students on trĂĐk
•   <eep the ĂŵbienĐe ĐonstruĐtiǀe Ănd positiǀe
•  Ask students to Đontribute in ĐlĂss Ăs ǁell 
•  DĂke sure Ǉou ǀĂlue eǀerǇ Đontribution 

^ĂǇ

�o

•  EǆplĂin oĐĐupĂtionĂl hĂǌĂrds in detĂils 
•  �eŵonstrĂte hoǁ theǇ ĐĂn Ăǀoid these hĂǌĂrds 

Eotes for &ĂĐilitĂtion

ϰϵ



ϱ0

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ ǁĂǇs to Ădhere to releǀĂnt oĐĐupĂtionĂl sĂfetǇ poliĐies ǁhile hĂndling shĂrp tools

dhis is the tǁentieth session of the progrĂŵ thĂt ǁill help us to understĂnd orgĂnisĂtionĂl proĐedures for 
sĂfe hĂndling of tools Ănd eƋuipŵent in furniture Ănd Įƫng industrǇ. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.2: WroĐedures for ^Ăfe ,Ăndling of dools Ănd EƋuipŵent

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  ,Ăǀe Ǉou seen the tools used in furniture Ănd Įƫng industrǇ͍ 
•  �o Ǉou think Ǉou need to be eǆtrĂ ĐĂutious ǁhile using those͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Adhere to releǀĂnt oĐĐupĂtionĂl sĂfetǇ poliĐies ǁhile hĂndling shĂrp tools to ŵĂke Ănd instĂll furniture 
Ănd Įƫngs

࢘  ^ĂfetǇ poliĐies ǁhile hĂndling Đhisels
࢘  ^ĂfetǇ poliĐies ǁhile hĂndling Įles Ănd rĂsps
࢘  ^ĂfetǇ poliĐies ǁhile hĂndling kniǀes
࢘  ^ĂfetǇ poliĐies ǁhile hĂndling sĂǁs
࢘  ^ĂfetǇ poliĐies ǁhile hĂndling snips

ElĂborĂte

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

ϱ0



ϱϭ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  �iǀide the ĐlĂss in three groups͕ A͕ � Ănd C 
•  'roup A ǁill hĂndle Ă <nife͕ group � ǁill hĂndle Ă sĂǁ Ănd group C ǁill hĂndle snipe
•  Ask eĂĐh group to ũot doǁn sĂfetǇ poliĐies ǁhile ǁorking  ǁith their ĂlloƩed eƋuipŵent 
•  'iǀe theŵ ϭϱ ŵinutes to Đoŵplete the tĂsk 
•  Ask eĂĐh group to subŵit their pĂper to Ǉou 
•  ZeĂd out eĂĐh pĂper Ănd ĐheĐk ǁhether there is ĂnǇ inĐonsistenĐǇ 
•  �eŵonstrĂte the proĐesses if reƋuired
•  AppreĐiĂte the best pĂper in ĐlĂss 

Activity Duration (in mins) Resources Used

:oƫng doǁn ϭϱ WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

AĐtiǀitǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  Ensure pĂrtiĐipĂtion bǇ Ăll students
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk
•  �eŵonstrĂte the entire proĐess͕ if reƋuired

•  EǆplĂin the sĂfetǇ poliĐies Ănd proĐedures in detĂils 
•  DĂke sure Ǉou hĂǀe eǆplĂined the risks of using eĂĐh eƋuipŵent 

^ĂǇ

Eotes for &ĂĐilitĂtion

�o
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �eŵonstrĂte hoǁ to eǀĂluĂte the eŵergenĐǇ
•   WrĂĐtise hoǁ to hĂndle the eŵergenĐǇ
•   ApplǇ ĮrstͲĂid ĂĐtiǀities in ĐĂse of ĂnǇ ĂĐĐident

dhis is the tǁentǇͲĮrst session of the progrĂŵ thĂt ǁill teĂĐh us hoǁ to respond to Ăn eŵergenĐǇ situĂtion.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.ϯ: ,oǁ to Zespond to Ăn EŵergenĐǇ ^ituĂtion

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt do Ǉou understĂnd bǇ eŵergenĐǇ situĂtion͍
•   You hĂǀe Đut Ǉour hĂnd ǁhile Đuƫng ǀegetĂbles Ăt hoŵe. tould Ǉou ĐĂll this Ăn eŵergenĐǇ͍ thǇ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   �eĮnition of eŵergenĐǇ 
•  EǀĂluĂting the eŵergenĐǇ 
•  ,Ăndling the eŵergenĐǇ
•   ,oǁ to undertĂke Įrst Ăid ĂĐtiǀities in ĐĂse of ĂnǇ ĂĐĐident

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϱ2



ϱϯ

Assembler- Doors/Windows (Glass)

^hoǁ the ĐlĂss feǁ iŵĂges on ppt slides froŵ Ǉour lĂptop. /nforŵ thĂt these piĐtures Ăre relĂted. �iǀide the 
ĐlĂss into feǁ groups Ănd Ăsk eĂĐh group to frĂŵe Ă storǇ͕  bĂsed on these iŵĂges͕ Ăbout hoǁ Ăn eŵergenĐǇ 
got hĂndled. dhe best storǇ shĂll be ĂppreĐiĂted.

Activity Duration (in mins) Resources Used

dell Ă dĂle 60 ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser pointer͕  
etĐ.

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell. >et us noǁ do soŵething 
to ensure thĂt ǁe hĂǀe leĂrnt the ĐonĐept.

•   WĂuse Ănd repeĂt Ăs per reƋuests froŵ students
•   drĂnslĂte the English ǁords into the loĐĂl lĂnguĂge knoǁn bǇ Ă ŵĂũoritǇ of the students in the ĐlĂss
•  dĂke pĂrt in the ĂĐtiǀitǇ to enĐourĂge the students 
•  ^hĂre Ǉour oǁn life eǆperienĐes 

^ĂǇ

�o

•  dell students thĂt it is iŵportĂnt to respond ĐĂlŵlǇ during Ăn eŵergenĐǇ 
•  Ask students if theǇ knoǁ the bĂsiĐs of ĮrstͲĂid ĂĐtiǀities 
•  EǆplĂin ĮrstͲĂid ĂĐtiǀities if theǇ do not knoǁ 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   /dentifǇ Ănd eǀĂluĂte the potentiĂl risks Ănd threĂts ĂssoĐiĂted ǁith the ũob role

dhis is the tǁentǇͲseĐond session of the progrĂŵ thĂt ǁill teĂĐh us Ăbout the potentiĂl risks͕ threĂts Ănd 
hĂǌĂrds Ăt ǁorkplĂĐe.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.ϰ: WotentiĂl Zisks Ănd dhreĂts 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  CĂn Ǉou nĂŵe soŵe of the possible risks of Ăsseŵblers ǁhile ǁorking͍
•  �o Ǉou think Ǉou need to be ĂdditionĂllǇ ĐĂutious ǁhile ǁorking Ăs Ăn Ăsseŵbler͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Zisk Assessŵent DĂtriǆ
•  Controlling WotentiĂl Zisks

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

ϱϰ



ϱϱ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ the ĂĐtiǀitǇ͍ >et us noǁ pĂrtiĐipĂte in Ănother ĂĐtiǀitǇ͕  ǁhiĐh is relĂted to the preǀious one.
^ĂǇ

�iǀide the ĐlĂss into feǁ groups ;2Ͳϯ ŵeŵbers eĂĐh͕ depending on the bĂtĐh strengthͿ. Wroǀide eĂĐh group 
ǁith Ă ĐĂse͕ Đoŵprising Ă situĂtion bĂsed on Ă potentiĂl risk ͬ hĂǌĂrd in the ǁorkplĂĐe. Ask eĂĐh group to 
ĂnĂlǇse the giǀen ĐĂses ĐĂrefullǇ Ănd ũot doǁn the keǇ points. dhen͕ Ă ŵeŵber froŵ eĂĐh group ŵust shĂre 
ǁith the ĐlĂss the folloǁing:

•   CĂtegorǇ of the hĂǌĂrd
•   WreĐĂutionĂrǇ ŵeĂsures thĂt Đould hĂǀe been tĂken to Ăǀoid this hĂǌĂrd
•   ,oǁ this hĂǌĂrd should be reported to ĂppropriĂte ĂuthoritǇ
•   ,oǁ ĐĂn this hĂǌĂrd be Ăǀoided in the future
thile disĐussing the keǇ points͕ Ăsk eǀerǇone to shĂre their ideĂs Ănd suggestions regĂrding hĂndling Ă 
pĂrtiĐulĂr hĂǌĂrd. AppreĐiĂte the students for their perforŵĂnĐe in this ĂĐtiǀitǇ.

Activity Duration (in mins) Resources Used

CĂse ^tudǇ 60 ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser pointer͕  
etĐ.

AĐtiǀitǇ

Wroǀide the groups ǁith Ă hĂǌĂrd report forŵ eĂĐh Ănd Ăsk theŵ to Įll the forŵs ĐĂrefullǇ ǁith the detĂils 
of the hĂǌĂrd giǀen in their ĐĂse studies. dhis ĂĐtiǀitǇ ensures thĂt the students ǁould not get Đonfused in 
future ǁhen theǇ Ăre Ăsked to Įll up this forŵ.

Ask students to subŵit their forŵs to Ǉou. Zeǀieǁ eĂĐh forŵ Ănd disĐuss if Ǉou Įnd ĂnǇ error there. 
EnĐourĂge students to pĂrtiĐipĂte in the disĐussion Ănd shĂre their suggestions.

Activity Duration (in mins) Resources Used

&orŵ &illing ϯ0 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ hĂǌĂrd report forŵ͕ 
pen͕ etĐ.

AĐtiǀitǇ

•  EǆplĂin the neĐessitǇ of risk Ăssessŵent ŵĂtriǆ 
•  �eŵonstrĂte hoǁ students ĐĂn Đontrol potentiĂl risks

�o

ϱϱ
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Facilitator Guide

•  Address Ăll the Ƌueries pĂtientlǇ 
•  EǆplĂin hoǁ risks Ănd hĂǌĂrds ĐĂn be ŵitigĂted eĂsilǇ

Eotes for &ĂĐilitĂtion

ϱ6
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ Ănd report ĂnǇ hĂǌĂrdsͬpotentiĂl risksͬthreĂts to superǀisors

dhis is the tǁentǇͲthird session of the progrĂŵ thĂt ǁill help us to understĂnd orgĂnisĂtionĂl reporting 
protoĐol. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.ϱ: KrgĂniǌĂtionĂl Zeporting WrotoĐol 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  AĐĐording to Ǉou͕ ǁhĂt kind of hĂǌĂrds ĐĂn be enĐountered during ǁork͍
•  �o Ǉou think Ǉou need to report the hĂǌĂrds͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  /dentifǇ Ănd report ĂnǇ hĂǌĂrds Ănd potentiĂl risks Ănd threĂts to the superǀisors 
•  ,ĂǌĂrd reporting forŵs

ElĂborĂte

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϱ7
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Facilitator Guide

•  AnnounĐe in ĐlĂss thĂt this is going to be Ăn indiǀiduĂl ĂĐtiǀitǇ 
•  �istribute Ă printed forŵ of the hĂǌĂrd reporting forŵ Ăs giǀen in the pĂrtiĐipĂnt hĂndbook 
•  'iǀe theŵ the folloǁing ĐĂse studǇ: 

࢘  Kne of Ǉour ĐoͲǁorkers hĂs hurt his legs ǁhile ǁorking ǁith Ă sĂǁ. �ĂsiĐ ĮrstͲĂid hĂs been Ăpplied 
on the ǁound iŵŵediĂtelǇ Ănd he hĂs been tĂken to the neĂrbǇ heĂlthĐĂre Đentre. 

•  'iǀe ϭϱͲ20 ŵinutes to Đoŵplete the forŵs 
•  Ask trĂinees to subŵit the Đoŵpleted forŵ to Ǉou 
•  &illͲup the forŵs Ăs Ă superǀisor ĂŌer trĂinees subŵit their forŵs to Ǉou
•  'iǀe the forŵs bĂĐk to trĂinees Ănd ĐorreĐt theŵ if theǇ Ăre ǁrong 

Activity Duration (in hour) Resources Used

CĂse studǇ bĂsed prĂĐtiĐe 
session 1 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 

ǁhiteboĂrd͕ ŵĂrker

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  'uide the ĐlĂss throughout the prĂĐtiĐe session 
•  Ask if ĂnǇone hĂs ĂnǇ Đonfusion before stĂrting the ĂĐtiǀitǇ 

•  EǆplĂin the signiĮĐĂnĐe of orgĂnisĂtionĂl protoĐol 
•  �isĐuss ǁhǇ reporting forŵs Ăre reƋuired to preǀent hĂǌĂrds 

AĐtiǀitǇ

^ĂǇ

Eotes for &ĂĐilitĂtion

�o
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss hoǁ to ǁork sĂfelǇ Ăt Ăll tiŵes͕ ĐoŵplǇing ǁith heĂlth Ănd sĂfetǇ legislĂtion 
•  /nspeĐt Ănd ĐheĐk the ǁebsite for ĂnǇ possible heĂlth Ănd sĂfetǇ hĂǌĂrds 
•  �eŵonstrĂte hoǁ to hĂndle Ăll reƋuired tools͕ ŵĂĐhines͕ ŵĂteriĂls 
•  /dentifǇ Ănd folloǁ ĂppropriĂte proĐedure in ĐĂse of Įre eŵergenĐǇ

dhis session ǁill help us to understĂnd heĂlth Ănd sĂfetǇ prĂĐtiĐes Ăt ǁork plĂĐe. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  seleĐted hĂnd Ănd poǁer tools used bǇ Ăn 
Ăsseŵbler suĐh Ăs sĐreǁdriǀer͕  hĂŵŵer͕  ǀises͕ sĐĂīolding etĐ. 

Unit 2.6: ,eĂlth Ănd ^ĂfetǇ WrĂĐtiĐes Ăt tork WlĂĐe  

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  ,Ăǀe Ǉou eǀer enĐountered Ă Įre eŵergenĐǇ͍
•  CĂn Ǉou tell the ĐlĂss ǁhĂt should one do in suĐh Ă situĂtion͍
•  �o Ǉou think Ǉou should be ĂdditionĂllǇ ĐĂutious ǁhile using sĐĂīolding͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  /dentifǇ Ănd report ĂnǇ hĂǌĂrds Ănd potentiĂl risks Ănd threĂts to the superǀisors 
•  ,ĂǌĂrd reporting forŵs 

ElĂborĂte

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ
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Facilitator Guide

•  AnnounĐe in ĐlĂss thĂt this is going to be Ăn indiǀiduĂl ĂĐtiǀitǇ 
•  �ring Ă boǆ full of seleĐted hĂnd Ănd poǁer tools used bǇ Ăn Asseŵbler suĐh Ăs sĐreǁdriǀer͕  hĂŵŵer͕  

ǀises͕ sĐĂīolding etĐ. 
•  Ask eĂĐh student to Đhoose one tool froŵ the boǆ 
•  Ask eǀerǇ student to ǁrite ϱͲ6 sĂfe hĂndling prĂĐtiĐes for their Đhosen tools 
•  Ask for ǀolunteers 
•  EnĐourĂge disĐussion ǁhile the ǀolunteers reĂd out their Ănsǁers 
•  CorreĐt theŵ if theǇ Ăre ǁrong 
•  ZepeĂt neĐessĂrǇ inforŵĂtion Ăs reƋuired  

Activity Duration (in hour) Resources Used

WrĂĐtiĐe session 1

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker͕  seleĐted hĂnd Ănd 
poǁer tools used bǇ Ăn Ăsseŵbler suĐh Ăs 
sĐreǁdriǀer͕  hĂŵŵer͕  ǀises͕ sĐĂīolding etĐ.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  EǀĂluĂte the students͛ perforŵĂnĐe ĂŌer Đoŵpleting the ĂĐtiǀitǇ 
•  �eĮne the releǀĂnĐe of sĂfe ǁorking prĂĐtiĐes in detĂils 

•  Ask repeĂtedlǇ if students hĂǀe ĂnǇ Ƌuestions 
•  �ring tools in ĐlĂss so thĂt prĂĐtiĐĂl usĂges ĐĂn be shoǁn 

AĐtiǀitǇ

^ĂǇ

Eotes for &ĂĐilitĂtion

�o
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the potentiĂl hĂǌĂrds Ănd risks ĂssoĐiĂted ǁith furniture Ănd Įƫngs ǁorkplĂĐe 

dhis session ǁill help us to understĂnd potentiĂl hĂǌĂrds Ănd risks ĂssoĐiĂted ǁith furniture Ănd Įƫngs 
ǁorkplĂĐe. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  

Unit 2.7: WotentiĂl ,ĂǌĂrds Ănd Zisks Wresent Ăt &urniture Ănd 
&iƫngs ZelĂted torkplĂĐe

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  CĂn Ǉou nĂŵe soŵe potentiĂl risks thĂt ĐĂn oĐĐur during ǁork͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  WotentiĂl hĂǌĂrds Ănd risks present Ăt furniture Ănd Įƫngs relĂted ǁorkplĂĐe

ElĂborĂte

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

6ϭ
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Facilitator Guide

•  AnnounĐe the ĐlĂss͕ thĂt it is going to be group ĂĐtiǀitǇ
•  �iǀide the ǁhole ĐlĂss in ϯ groups ĂĐĐording to the strength of the ĐlĂss
•  Wut diīerent hĂǌĂrdous iteŵs in Ă boǆ in front of the ĐlĂss eleĐtriĐ ǁires͕ hĂǌĂrdous ĐheŵiĐĂl iteŵs etĐ. 
•  Ask theŵ hoǁ to ĐoŵbĂt the hĂǌĂrdous situĂtion 
•  EnĐourĂge Ă disĐussion session Ăs the trĂinees speĂk 

Activity Duration (in hour) Resources Used

WrĂĐtiĐe ^ession 1 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker͕  

•  EǆplĂin potentiĂl risks Ănd hĂǌĂrds in detĂils 
•  Ensure students do not loose interest in the Đourse 
•  EǆplĂin the preǀentiǀe ŵethods Ăs ǁell 

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  EǆplĂin the ĐĂuse Ănd risk leǀels in detĂils 
•  ^hĂre Ǉour oǁn life stories to enĐourĂge students 

AĐtiǀitǇ

^ĂǇ

Eotes for &ĂĐilitĂtion

�o
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �isĐuss Ănd deŵonstrĂte the storĂge Ănd hĂndling proĐesses of hĂǌĂrdous substĂnĐes

dhis session of the progrĂŵ ǁill teĂĐh us hoǁ to store Ănd hĂndle hĂǌĂrdous substĂnĐes.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.ϴ: ^torĂge Ănd ,Ăndling of ,ĂǌĂrdous ^ubstĂnĐes

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   CĂn Ǉou nĂŵe feǁ hĂǌĂrdous substĂnĐes͍
•   CĂn Ǉou keep ĂnǇ ĐheŵiĐĂl ĂnǇǁhere͍ �o Ǉou think there should be restriĐtions Ănd guidelines 

regĂrding storing Ănd hĂndling ĐheŵiĐĂls͍ thǇ͍
•   thǇ Ăre housekeeping Ănd ǁĂste disposĂl iŵportĂnt for Ă ǁorkplĂĐe͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   ̂ torĂge Ănd hĂndling of hĂǌĂrdous biologiĐĂl substĂnĐes
•   ̂ torĂge Ănd hĂndling of hĂǌĂrdous ĐheŵiĐĂl substĂnĐes
•   ̂ torĂge Ănd hĂndling of hĂǌĂrdous Đoŵbustible Ănd eǆplosiǀe substĂnĐes
•   �eĮnition of housekeeping
•   �os Ănd don͛ts of housekeeping
•   /ŵportĂnĐe of good housekeeping
•   dhe proĐess of disposing of diīerent tǇpes of ǁĂste
•   ̂ Ăfe hĂndling Ănd reŵoǀĂl of debris

ElĂborĂte

6ϯ
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Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

^ĂǇ

dĂke the ĐlĂss for Ă ǀisit to Ă neĂrbǇ ǁorkshop͕ ǁhere theǇ Ăre reƋuired to obserǀe Ănd leĂrn the folloǁing:

•   dǇpes of ǁĂste in the ǁorkshop
•   dǇpes of substĂnĐes in the ǁorkshop ;�iologiĐĂl͕ CheŵiĐĂl͕ Coŵbustible͕ Eǆplosiǀe͕ etĐ.Ϳ
•   Dethods Ănd sĂfetǇ guidelines in storing Ănd hĂndling the Ăboǀe substĂnĐes
•   ,ousekeeping prĂĐtiĐes in the ǁorkshop Ănd freƋuenĐǇ of the sĂŵe
•   Dethods Ănd freƋuenĐǇ of ǁĂste disposĂl Ănd debris reŵoǀĂl
•   WWE used during Ăboǀe proĐesses

Activity Duration (in mins) Resources Used

torkshop sisit 2ϰ0 ;ŵĂǆiŵuŵͿ ^tudent id ĐĂrd͕ pen͕ notepĂd͕ pĂrtiĐipĂnt 
hĂndbook

AĐtiǀitǇ

•  'uide students throughout the ǁorkshop ǀisits 
•  EǆplĂin hoǁ hĂǌĂrdous substĂnĐes ĐĂn bring probleŵs for Asseŵblers 
•  Ensure Ǉou hĂǀe Ălso eǆplĂined the preǀentiǀe ŵeĂsures 

�o

•  Ask repeĂtedlǇ if students hĂǀe ĂnǇ Ƌuestion 
•  Ansǁer theŵ politelǇ 

Eotes for &ĂĐilitĂtion

6ϰ
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �esĐribe housekeeping
•  EǆplĂin the dos Ănd don͛ts of housekeeping
•  �isĐuss the iŵportĂnĐe of good housekeeping

dhis session ǁill help us to understĂnd the iŵportĂnĐe of good housekeeping prĂĐtiĐes. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  

Unit 2.ϵ: /ŵportĂnĐe of 'ood ,ousekeeping 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  CĂn Ǉou nĂŵe Ă feǁ good housekeeping prĂĐtiĐes͍
•  �o Ǉou think housekeeping is neĐessĂrǇ in furniture Ănd Įƫngs industrǇ͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  �esĐribe housekeeping
•  EǆplĂin the dos Ănd don͛ts of housekeeping
•  �isĐuss the iŵportĂnĐe of good housekeeping

ElĂborĂte

Ask

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

6ϱ
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Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  �iǀide the ĐlĂss in three groups 
•  Wroǀide Ă ŵoĐk sĐenĂrio to eĂĐh group͕ ǁhere there ǁill be Ă rooŵ ǁith no sĂfetǇ eŵergenĐǇ eƋuipŵent.  

tĂlking surfĂĐes of eleǀĂted ǁorking plĂƞorŵs Ăre kept. DĂteriĂl suĐh Ăs boǆes or trĂsh Ăre plĂĐed in 
ǁĂlkǁĂǇs Ănd pĂssĂgeǁĂǇs Ănd stĂirǁĂǇs Ăre obstruĐted or bloĐked

•  dell eĂĐh group to ŵĂke neĐessĂrǇ ĐhĂnges in thĂt iŵĂginĂrǇ rooŵ for proper housekeeping

Activity Duration (in mins) Resources Used

Zole plĂǇ ǁith sĐenĂrio 20 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

•  EǆplĂin hoǁ good housekeeping prĂĐtiĐes ĐĂn be helpful 
•  Wroǀide interesting ŵoĐk sĐenĂrios so thĂt students get ŵore interested in the progrĂŵ 
•  Ask for Ă ǀolunteer Ănd Ăsk hiŵͬher to tell the ĐlĂss ǁhĂt heͬshe hĂs leĂrned froŵ the session 

•  Ensure Ǉou hĂǀe ĐlĂriĮed eǀerǇone s͛ doubt 
•  ConduĐt Ă rĂndoŵ Ƌuiǌ session to ĐheĐk students͛ understĂnding 
•  Ensure eĂĐh student pĂrtiĐipĂtes in the session 

AĐtiǀitǇ

^ĂǇ

Eotes for &ĂĐilitĂtion

�o
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �eŵonstrĂte hoǁ to ensure sĂfe hĂndling Ănd disposĂl of ǁĂste Ănd debris

dhis session ǁill help us to understĂnd the proĐedure of sĂfe ǁĂste disposĂl. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker 

Unit 2.ϭ0: WroĐedure for ^Ăfe �isposĂl of tĂste

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou dispose ǁĂstĂges of Ǉour house sĂfelǇ͍ 
•  �o Ǉou knoǁ ǁhĂt ĐĂn hĂppen if the ǁĂste ŵĂteriĂl is not disposed properlǇ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Ensure sĂfe hĂndling Ănd disposĂl of ǁĂste Ănd debris

^ĂǇ

ElĂborĂte
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Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood sĂfe ǁĂste disposĂl reĂllǇ ǁell.

•  AnnounĐe the ĐlĂss͕ thĂt it is going to be group ĂĐtiǀitǇ
•  �iǀide the ĐlĂss in three or four groups 
•  Ask eĂĐh group to point out Ăt leĂst three sĂfe prĂĐtiĐes for ǁĂste disposĂl 
•  EnĐourĂge disĐussion session Ăs the students speĂk 
•  CorreĐt theŵ if theǇ Ăre ǁrong 

Activity Duration (in mins) Resources Used

WrĂĐtiĐe ^ession 20 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

•  Ask students to disĐuss Ăŵongst theŵselǀes before Ănsǁering 
•  EnĐourĂge peerͲleĂrning Ănd disĐussion in ĐlĂss 

�o

•  Ask students to ĂpplǇ these Ăt their hoŵe Ăs ǁell 
•  Ask theŵ neǆt dĂǇ hoǁ theǇ hĂǀe plĂnned it Ăt hoŵe 

AĐtiǀitǇ

^ĂǇ

Eotes for &ĂĐilitĂtion

6ϴ
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Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �isĐuss hoǁ to ensure thĂt heĂlth Ănd sĂfetǇ instruĐtions ĂppliĐĂble to the ǁork plĂĐe Ăre being 
folloǁed

•   Assess Ănd folloǁ ŵĂnufĂĐturers͛ instruĐtions Ănd ũob speĐiĮĐĂtions relĂting to sĂfe use of ŵĂteriĂls 
speĐiĮĐĂllǇ ĐheŵiĐĂls Ănd poǁer eƋuipŵent

•  AnĂlǇse Ănd folloǁ Ăgreed ǁork loĐĂtion proĐedures in the eǀent of Ăn eŵergenĐǇ or Ăn ĂĐĐident

dhis session of the progrĂŵ thĂt ǁill teĂĐh us hoǁ to folloǁ sĂfe ǁorking prĂĐtiĐes Ăt the ǁorkplĂĐe͕ Ănd 
hoǁ to deĂl ǁith Ăn ĂĐĐident thĂt inǀolǀes huŵĂn life.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.ϭϭ: ^Ăfe torking WrĂĐtiĐes in Ă &urniture Ănd &iƫngs 
torkplĂĐe

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   CĂn Ǉou nĂŵe feǁ sĂfetǇ prĂĐtiĐes thĂt Đould help us Ăǀoid hĂǌĂrds in ǁorkplĂĐe͍
•   ,Ăǀe Ǉou eǀer helped Ă ĐritiĐĂl ĂĐĐident ǀiĐtiŵ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   Ensure thĂt heĂlth Ănd sĂfetǇ instruĐtions ĂppliĐĂble to the ǁork plĂĐe Ăre being folloǁed
•   /ŵportĂnĐe of folloǁing ŵĂnufĂĐturers͛ instruĐtions Ănd ũob speĐiĮĐĂtions relĂting to sĂfe use of 

ŵĂteriĂls speĐiĮĐĂllǇ ĐheŵiĐĂls Ănd poǁer eƋuipŵent
•   ̂ tĂte ŵethods of ĂĐĐident preǀention in the ǁork enǀironŵent
•   &olloǁ eŵergenĐǇ Ănd eǀĂĐuĂtion proĐedures
•  Zespond to &ire situĂtion
•  /nitiĂte EǀĂĐuĂtion proĐess

ElĂborĂte

6ϵ
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Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

•  ,oǁ to free Ă person froŵ eleĐtroĐution
•   ,oǁ to deŵonstrĂte good housekeeping in order to preǀent Įre hĂǌĂrds
•   dhe generĂl heĂlth Ănd sĂfetǇ eƋuipŵent͕ ǁhiĐh ŵust be ĂǀĂilĂble Ăt ǁork site

^ĂǇ

�iǀide the students into feǁ groups͕ Đoŵprising ϯͲϰ ŵeŵbers eĂĐh͕ depending on the bĂtĐh strength. 
Wroǀide eĂĐh group ǁith Ă ĐhĂrt pĂper Ănd essentiĂl stĂtionerǇ Ănd ĐrĂŌ iteŵs. Ask the groups to prepĂre 
Ă ChĂrt Woster eĂĐh͕ bĂsed on ĂnǇ one of the folloǁing topiĐs:

•   /ŵportĂnĐe of reĂding ŵĂnufĂĐturer s͛ instruĐtions before using Ă ĐheŵiĐĂl or tool ͬ eƋuipŵent
•   Dethods of ĂĐĐident preǀention in the ǁorkplĂĐe: Use of drĂining Ănd ^ĂfetǇ EotiĐes
•   ,oǁ to resĐue Ăn eleĐtroĐution ǀiĐtiŵ
•   ,oǁ good housekeeping prĂĐtiĐes ĐĂn Đontrol Įre hĂǌĂrds
•   'enerĂl heĂlth Θ sĂfetǇ eƋuipŵent to be kept ĂǀĂilĂble Ăt ǁork site
•   EǀĂĐuĂtion proĐess during nĂturĂl ĐĂlĂŵities

AŌer prepĂring the poster͕  eĂĐh group ŵust present the sĂŵe in front of the ĐlĂss. diŵe ĂlloĐĂted for eĂĐh 
group:

•   ϭ0 ŵinutes for plĂnning
•   ϰϱ ŵinutes for prepĂring the poster
•   ϱ ŵinutes for presentĂtion
•   AppreĐiĂte the best poster Ănd hĂng it up for displĂǇ in the ĐlĂss.

Activity Duration (in mins) Resources Used

Woster WresentĂtion ϵ0 ;ŵĂǆiŵuŵͿ

WĂrtiĐipĂnt hĂndbook͕ ĐhĂrt pĂper ;light 
pĂstel ĐolourͿ͕ ĐrĂǇons͕ sketĐh pens͕ 
penĐils͕ erĂsers͕ rulers͕ ŵĂrble pĂpers͕ 
glue͕ ĐelloͲtĂpes͕ etĐ.

AĐtiǀitǇ

�id Ǉou Įnd this ĂĐtiǀitǇ fruiƞul͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe found this ĂĐtiǀitǇ ǀerǇ helpful.
^ĂǇ
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Assembler- Doors/Windows (Glass)

•  ,elp students in ŵĂking the poster presentĂtion 
•  AppreĐiĂte eǀerǇone for their Đontribution 

�o

•  EnĐourĂge students to help eĂĐh other 
•  dell theŵ hoǁ this ĂĐtiǀitǇ ĐĂn teĂĐh theŵ ǁorking in Ă teĂŵ 
•  AppreĐiĂte the teĂŵ ǁith ŵost ĐoŵŵendĂble ĐoordinĂtion 

Eotes for &ĂĐilitĂtion

7ϭ
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss ŵethods of ĂĐĐident preǀention in the ǁork enǀironŵent
•  �isĐuss eŵergenĐǇ Ănd eǀĂĐuĂtion proĐedures in ĐĂse of ĂĐĐidents͕ Įres͕ nĂturĂl ĐĂlĂŵities
•  �eŵonstrĂte ĐorreĐt resĐue teĐhniƋues Ăpplied during Įre hĂǌĂrd
•  �eŵonstrĂte hoǁ to free Ă person froŵ eleĐtroĐution
•  �eŵonstrĂte hoǁ to respond proŵptlǇ Ănd ĂppropriĂtelǇ to Ăn ĂĐĐident situĂtion
•  �isĐuss hoǁ to pĂrtiĐipĂte in eŵergenĐǇ proĐedures

dhis session ǁill help us to understĂnd to deĂl ǁith ĂĐĐidents thĂt inǀolǀe huŵĂn life. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  ĐollĂr ŵiĐrophone͕ Įrst Ăid boǆ͕ Įre ĂlĂrŵ

Unit 2.ϭ2: �eĂl ǁith Ăn AĐĐident ǁhiĐh /nǀolǀes ,uŵĂn >ife

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  ,Ăǀe Ǉou eǀer enĐountered ǁith ĂnǇ ĂĐĐident͍ /f Ǉes͕ shĂre Ǉour eǆperienĐe. 
•  �o Ǉou knoǁ ǁhĂt one needs to do if Ă Įre outbreĂks͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ^tĂte ŵethods of ĂĐĐident preǀention in the ǁork enǀironŵent 
•  &olloǁ eŵergenĐǇ Ănd eǀĂĐuĂtion proĐedures 
•  �eŵonstrĂte resĐue teĐhniƋues during Įre hĂǌĂrd 
•  �eŵonstrĂte hoǁ to free Ă person froŵ eleĐtroĐution 
•  Zespond proŵptlǇ Ănd ĂppropriĂtelǇ to Ăn ĂĐĐident situĂtion 
•  WĂrtiĐipĂte in eŵergenĐǇ proĐedures 

ElĂborĂte

72



7ϯ

Assembler- Doors/Windows (Glass)

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  ConduĐt Ă DoĐk �rill͕ foĐusing on:
࢘  rĂising &ire AlĂrŵ
࢘  eǀĂĐuĂting the preŵises ǀiĂ stĂirs Ănd eǆit routes
࢘  treĂting ǀiĐtiŵs ǁith ĂppropriĂte &irst Aid teĐhniƋues ;inĐlude one instĂnĐe for eĂĐh tǇpe of inũurǇͿ
࢘  ĐonduĐting CWZ ;use Ă duŵŵǇ doll to deŵonstrĂte thisͿ
࢘  helping in trĂnsporting Ă ǀiĐtiŵ͕ ǁhose spine hĂs been seriouslǇ inũured

•  As the ĐlĂss proĐeeds ǁith the DoĐk �rill͕ instruĐt Ănd guide the students oǀer Ă ŵiĐrophone.
•  Ensure thĂt students return to the preŵisesͬĐlĂss ĂŌer the drill is oǀer.
•  Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.
•  �efore the ĂĐtiǀitǇ͕  Ăddress the ĐlĂss Ănd eǆplĂin ǁhĂt needs to be done. CoordinĂte ǁith the Centre
•  KǁnerͬDĂnĂgeŵent to ĂrrĂnge for the reƋuisite tools Ănd eƋuipŵent. 

Activity Duration (in mins) Resources Used

DoĐk �rill ϯ0 CollĂr ŵiĐrophone͕ Įrst Ăid boǆ͕ Įre ĂlĂrŵ

AĐtiǀitǇ

^ĂǇ

^ĂǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  Ensure pĂrtiĐipĂtion bǇ Ăll student

�o

•  ^hĂre Ǉour oǁn eǆperienĐe of ĂĐĐidents in Ǉour professionĂl life ;if ĂnǇͿ
•  Ask Ƌuestions froŵ the pĂrtiĐipĂnt ŵĂnuĂl 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the diīerent tǇpes of WWE used bǇ Ăsseŵblers

dhis session ǁill help us to understĂnd diīerent kinds of personĂl proteĐtiǀe eƋuipŵent. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  feǁ proteĐtiǀe eƋuipŵent ;sĂfetǇ helŵet͕ 
goggles͕ speĐtĂĐlesͿ

Unit 2.ϭϯ: dǇpes of WersonĂl WroteĐtiǀe EƋuipŵent Ănd their Use 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou knoǁ ǁhĂt WWE is͍
•  �o Ǉou think Ǉou need Ă WWE ǁhile ǁorking͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ^tĂte ŵethods of ĂĐĐident preǀention in the ǁork enǀironŵent 
•  &olloǁ eŵergenĐǇ Ănd eǀĂĐuĂtion proĐedures 
•  �eŵonstrĂte resĐue teĐhniƋues during Įre hĂǌĂrd 
•  �eŵonstrĂte hoǁ to free Ă person froŵ eleĐtroĐution 
•  Zespond proŵptlǇ Ănd ĂppropriĂtelǇ to Ăn ĂĐĐident situĂtion 
•  WĂrtiĐipĂte in eŵergenĐǇ proĐedures 

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

7ϰ
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Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.
^ĂǇ

•  �isplĂǇ feǁ proteĐtiǀe eƋuipŵent ;sĂfetǇ helŵet͕ goggles͕ speĐtĂĐlesͿ in front of trĂinees
•  DĂke theŵ identifǇ eĂĐh proteĐtiǀe eƋuipŵent
•  Ask trĂinees Ăbout the usĂge of eĂĐh proteĐtiǀe eƋuipŵent
•  DĂke theŵ prĂĐtiĐe Ăbout the usĂge of eĂĐh proteĐtiǀe eƋuipŵent bǇ giǀing theŵ ŵoĐk sĐenĂrio

Activity Duration (in mins) Resources Used

WrĂĐtiĐĂl session 20
WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker͕  feǁ proteĐtiǀe eƋuipŵent 
;sĂfetǇ helŵet͕ goggles͕ speĐtĂĐlesͿ

AĐtiǀitǇ

•  Ensure eǀerǇ student is perforŵing in ĐlĂss 
•  Ask for one or tǁo ǀolunteer ǁho ǁill ensure sĂfe hĂndling of the WWEs
•  AppreĐiĂte the best perforŵing students in ĐlĂss 

�o

•  Ask students if theǇ hĂǀe Đonfusion ǁith ĂnǇ of the usĂge 
•  EǆplĂin their usĂge͕ if neĐessĂrǇ Ăsk Ƌuestions to knoǁ ǁhether theǇ hĂǀe understood the ĐonĐept 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  Ensure generĂl heĂlth Ănd sĂfetǇ eƋuipŵent Ăre ĂǀĂilĂble Ăt ǁork site 
•  CoŵplǇ ǁith restriĐtions iŵposed on hĂrŵful ĐheŵiĐĂls inside ǁork ĂreĂ 
•  �eŵonstrĂte good housekeeping in order to preǀent fore hĂǌĂrds

dhis session ǁill help us to understĂnd sĂfe ǁorking prĂĐtiĐes Ăt ǁork. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.ϭϰ: &olloǁ ^Ăfe torking WrĂĐtiĐes Ăt tork 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou bĂsiĐ ĮrstͲĂid͍ 
•  CĂn Ǉou nĂŵe soŵe ǁĂǇs to deĂl ǁith sudden Įre outbreĂk͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Ensure generĂl heĂlth Ănd sĂfetǇ eƋuipŵent Ăre ĂǀĂilĂble Ăt ǁork site 
•  CoŵplǇ ǁith restriĐtions iŵposed on hĂrŵful ĐheŵiĐĂls 
•  �eŵonstrĂte good housekeeping to preǀent Įre hĂǌĂrds

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ
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�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.
^ĂǇ

•  AnnounĐe the ĐlĂss͕ thĂt it is going to be group ĂĐtiǀitǇ
•  �iǀide the ĐlĂss in tǁo groups
•  'iǀe Ă ŵoĐk sĐenĂrio to group ϭ Ănd tell theŵ to tĂke preĐĂutionĂrǇ ŵeĂsures ĂgĂinst Įre Ălert
•  'iǀe Ă ŵoĐk sĐenĂrio to group 2 Ănd tell theŵ to tĂke reƋuired steps ĂŌer the Įre is spreĂd

Activity Duration (in mins) Resources Used

Zole plĂǇ ǁith sĐenĂrio 20 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

AĐtiǀitǇ

•  Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk
•  ^top Ă studentͬgroup if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding Ă ĐorreĐt input
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk

�o

•  DĂke the role plĂǇ interesting
•  dĂke pĂrt in the ĂĐtiǀitǇ 
•  Ensure eǀerǇ student is pĂrtiĐipĂting in ĐlĂss 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the diīerent risks ĂssoĐiĂted ǁith eleĐtriĐĂl eƋuipŵent

dhis session of the progrĂŵ ǁill teĂĐh us hoǁ to identifǇ the hĂǌĂrds ĂssoĐiĂted ǁith eleĐtriĐĂl eƋuipŵent 
Ănd hoǁ to treĂt toǆiĐ ŵĂteriĂl eǆposure.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.ϭϱ: �iīerent Zisks AssoĐiĂted ǁith EleĐtriĐĂl EƋuipŵent

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   CĂn Ǉou nĂŵe feǁ risks ĂssoĐiĂted ǁith eleĐtriĐĂl eƋuipŵent͍
•   Your friend s͛ hĂs ĂĐĐidentĂllǇ Đonsuŵed Ă toǆiĐ solǀent. ,oǁ ǁill Ǉou treĂt hiŵ ͬ her͍
•   thǇ Ăre ^ĂfetǇ ^igns helpful in Ă ǁorkplĂĐe͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  �iīerent kinds of risks ĂssoĐiĂted ǁith eleĐtriĐĂl eƋuipŵent 

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

7ϴ
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Assembler- Doors/Windows (Glass)

&roŵ Ǉour lĂptop͕ shoǁ the students feǁ WoǁerWoint slides͕ Đoŵprising iŵĂges of diīerent tǇpes of hĂǌĂrds 
Ănd risks ĂssoĐiĂted ǁith eleĐtriĐĂl eƋuipŵent. thile nĂǀigĂting Ălong the slides͕ Ăsk students to identifǇ 
the piĐture shoǁn in eĂĐh slide. Ask students to stĂte one ǁĂǇ to preǀent eĂĐh risk ͬ hĂǌĂrd shoǁn in the 
slides.

Activity Duration (in mins) Resources Used

^ee Ănd >eĂrn ϭϱ ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser pointer͕  
etĐ.

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.
^ĂǇ

•   WĂuse Ănd repeĂt Ăs per reƋuests froŵ students.
•   drĂnslĂte the English ǁords into the loĐĂl lĂnguĂge knoǁn bǇ Ă ŵĂũoritǇ of the students in the ĐlĂss.
•   EǆplĂin the ǀideos pĂtientlǇ Ănd ǁith Ă sŵiling fĂĐe.
•   :ot doǁn the ĐruĐiĂl points on the ǁhiteboĂrd Ăs the students speĂk.
•   ̂ hĂre Ǉour inputs Ănd insight͕ to enĐourĂge the students Ănd Ădd onto ǁhĂt theǇ tĂlk Ăbout.

�o

•  ^hĂre Ǉour oǁn ǁork eǆperienĐe in ĐlĂss 
•  Ask Ƌuestions froŵ the pĂrtiĐipĂnt ŵĂnuĂl to see ǁhether students Ăre fĂŵiliĂr ǁith the Đourse 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss the reŵediĂl ĂĐtions for eǆposure to toǆiĐ solǀents 
•  WrĂĐtise preǀentiǀe ĂĐtions for eǆposure to toǆiĐ solǀents 
•  �isĐuss reŵediĂl ĂĐtions for eǆposure to toǆiĐ Ňuǆes 
•  WrĂĐtise preǀentiǀe ĂĐtions for eǆposure to toǆiĐ Ňuǆes

dhis session ǁill help us to understĂnd preǀentiǀe Ănd reŵediĂl ĂĐtions ǁhile eǆposed to toǆiĐ ŵĂteriĂls. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.ϭ6: Wreǀentiǀe Ănd ZeŵediĂl AĐtions for Eǆposure to doǆiĐ 
DĂteriĂls 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  thĂt is Ă toǆiĐ solǀent͍
•  CĂn Ǉou giǀe ŵe feǁ eǆĂŵples͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ZeŵediĂl ĂĐtions ǁhile eǆposed to toǆiĐ solǀents 
•  Wreǀentiǀe ĂĐtions ǁhile eǆposed to toǆiĐ solǀents 
•  ZeŵediĂl ĂĐtions ǁhile eǆposed to toǆiĐ Ňuǆes 
•  Wreǀentiǀe ĂĐtions ǁhile eǆposed to toǆiĐ Ňuǆes

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϴ0
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Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.
^ĂǇ

•  �iǀide the ĐlĂss in three groups
•  dĂke theŵ in Ă lĂborĂtorǇ Ănd put ĂnǇ ϱ toǆiĐ ĐheŵiĐĂls in front of theŵ Ănd Ăsk theŵ to tĂke preǀentiǀe 

ĂĐtions for eǆposure to toǆiĐ ĐheŵiĐĂls
•  DĂrk eĂĐh group ĂĐĐording to their sĂfetǇ ŵeĂsures

Activity Duration (in mins) Resources Used

>ĂborĂtorǇ Zooŵ 
AĐtiǀitǇ ϯ0 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 

ǁhiteboĂrd͕ ŵĂrker͕  toǆiĐ ĐheŵiĐĂls 

AĐtiǀitǇ

•  'uide students in the lĂborĂtorǇ 
•  EǆplĂin hoǁ toǆiĐ ŵĂteriĂls ĐĂn be hĂrŵful to one s͛ heĂlth 

�o

•  �isĐuss usĂge of toǆiĐ solǀents Ănd Ňuǆes in detĂils 
•  Ask students if theǇ hĂǀe ĂnǇ ƋuerǇ 
•  Address the Ƌueries in detĂils 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   /dentifǇ the ǀĂrious ĐĂuses of Įre
•   >ist the Đoŵŵon tǇpes of &ire Eǆtinguishers
•   Use the ǀĂrious ĂppropriĂte Įre eǆtinguishers on diīerent tǇpes of Įres ĐorreĐtlǇ
•   �eŵonstrĂte the ĐorreĐt use of Ă Įre eǆtinguisher
•   �isĐuss the instruĐtions for using diīerent eǆtinguishers

dhis session of the progrĂŵ ǁill teĂĐh us hoǁ to identifǇ the ǀĂrious ĐĂuses of Įre͕ diīerent Įre eǆtinguishers 
Ănd their uses͕ Ănd the Đoŵŵon sĂfetǇ signs ǁith their ŵeĂnings.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ͕ diīerent Įre eǆtinguishers

Unit 2.ϭ7: CĂuses of &ire͕ dǇpes Ănd Uses of &ire Eǆtinguishers͕ 
^ĂfetǇ ^igns

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   then Ǉou see Ă Įre͕ hĂǀe Ǉou eǀer ǁondered ǁhĂt Đould be its sourĐe͍
•   ,Ăǀe Ǉou eǀer seen Ă Įre eǆtinguisher being used͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   sĂrious ĐĂuses of Įre
•   ClĂssiĮĐĂtion of Įre ĂĐĐording to sourĐes
•   Coŵŵon tǇpes of &ire Eǆtinguishers Ănd their ŵĂteriĂls
•   dhe ĐorreĐt use of the ǀĂrious Įre eǆtinguishers on diīerent tǇpes of Įres
•   dhe W.A.^.^ teĐhniƋue
•   /nstruĐtions for using diīerent eǆtinguishers
•   ̂ ĂfetǇ ŵeĂsures for using Įre eǆtinguishers

ElĂborĂte

ϴ2
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Assembler- Doors/Windows (Glass)

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

Wroǀide the pĂrtiĐipĂnts ǁith Ă Įre eǆtinguisher Ănd teĂĐh theŵ hoǁ to use it. Ask theŵ to ĐonĐentrĂte 
ǁhile Ǉou Ăre teĂĐhing theŵ. KnĐe theǇ leĂrn hoǁ to use it͕ ĂrrĂnge for Ă Įre drill session Ănd Ăsk the 
students to deŵonstrĂte the W.A.^.^ teĐhniƋue of eǆtinguishing Įre.

Activity Duration (in mins) Resources Used

�eŵonstrĂtion Θ DoĐk 
&ireͲ Įghting �rill ϰϱ ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ Įre eǆtinguishers 

;Ăll tǇpesͿ

AĐtiǀitǇ

•  'uide students during the ŵoĐk drill
•  ^top students right ĂǁĂǇ if theǇ Ăre doing ĂnǇthing ǁrong 
•  �eŵonstrĂte the proĐedures if neĐessĂrǇ

�o

�id Ǉou enũoǇ the ĂĐtiǀitǇ͍ / Ăŵ sure Ǉou hĂǀe. dhĂnk Ǉou Ăll for pĂrtiĐipĂting so ĂĐtiǀelǇ.
^ĂǇ

•  dell students hoǁ this progrĂŵ ĐĂn be helpful for their ĐĂreer 
•  ^hĂre hoǁ Ǉou hĂǀe iŵproǀed Ǉour ĐĂreer 
•  ^hĂre interesting stories ǁith theŵ .

�o

•  EnĐourĂge peerͲleĂrning in ĐlĂss 
•  EnĐourĂge students to rĂise Ƌueries in ĐlĂss 
•  Address their issues indiǀiduĂllǇ .

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the ǀĂrious sĂfetǇ signs Ănd ĂnĂlǇse their ŵeĂning

dhis session ǁill help us to understĂnd ǀĂrious tǇpes of sĂfetǇ signs. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.ϭϴ: sĂrious dǇpes of ^ĂfetǇ ^igns 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  thĂt do Ǉou do ǁhen Ǉou see Ăn eŵergenĐǇ sĂfetǇ sign͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  sĂrious tǇpes of sĂfetǇ signs Ănd their ŵeĂning

ElĂborĂte

•  Wroǀide eĂĐh group ǁith Ă ĐhĂrt pĂper Ănd essentiĂl stĂtionerǇ Ănd ĐrĂŌ iteŵs. 
•  Ask the groups to prepĂre Ă poster eĂĐh͕ on ǀĂrious sĂfetǇ signs Ănd their ŵeĂnings. 
•  AŌer prepĂring the poster͕  eĂĐh group ŵust present the sĂŵe in front of the ĐlĂss. 
•  diŵe ĂlloĐĂted for eĂĐh group: 
•  ϭ0 ŵinutes for plĂnning 
•  ϰϱ ŵinutes for prepĂring the poster 

AĐtiǀitǇ

ϴϰ



ϴϱ

Assembler- Doors/Windows (Glass)

•  ϱ ŵinutes for presentĂtion 
•  AppreĐiĂte the best poster Ănd hĂng it up for displĂǇ in the ĐlĂss 

Activity Duration (in mins) Resources Used

Woster WresentĂtion ϵ0
WĂrtiĐipĂnt hĂndbook͕ ĐhĂrt pĂper ;light pĂstel 
ĐolourͿ͕ ĐrĂǇons͕ sketĐh pens͕ penĐils͕ erĂsers͕ 
rulers͕ ŵĂrble pĂpers͕ glue͕ ĐelloͲtĂpes͕ etĐ. 

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.
^ĂǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  ,elp students to ŵĂke posters 
•  ^hĂre Ǉour inputs Ănd ideĂs during the ĂĐtiǀitǇ 
•  Ensure eǀerǇ student hĂs pĂrtiĐipĂted in ĐlĂss 

�o

•  Ask rĂndoŵ Ƌuestions froŵ the pĂrtiĐipĂnt hĂndbook in ĐlĂss 
•  EnĐourĂge students to Ăsk Ƌuestions in ĐlĂss 
•  ClĂrifǇ their doubts͕ if there is ĂnǇ 

Eotes for &ĂĐilitĂtion
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•  ApplǇ Įrst Ăid ĂĐtiǀities in ĐĂse of ĂnǇ ĂĐĐident

dhis session ǁill help us to understĂnd bĂsiĐ ĮrstͲĂid treĂtŵents. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.ϭϵ: �ĂsiĐ &irst Aid dreĂtŵents ZeleǀĂnt to the Condition

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou knoǁ ĂnǇ bĂsiĐ ĮrstͲĂid teĐhniƋues͍ /f Ǉes͕ pleĂse shĂre ǁith the ĐlĂss. 
•  CĂn Ǉou nĂŵe soŵe of the eleŵents in Ă ĮrstͲĂid kit͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  KbũeĐtiǀes of ĮrstͲĂid 
•  &irstͲĂid prinĐiples 
•  &irstͲĂid treĂtŵent 

ElĂborĂte

•  AnnounĐe the ĐlĂss͕ thĂt it is going to be group ĂĐtiǀitǇ
•  �iǀide the ĐlĂss in fourͬĮǀe groups ĂĐĐording to benĐh strength
•  'iǀe theŵ Ă ŵoĐk sĐenĂrio to eĂĐh group ǁith Ă sepĂrĂte ĂĐĐidentĂl inĐident suĐh Ăs sŵĂll Đuts͕ 

frĂĐtures͕ ĂŵputĂtion etĐ. 
•  Ask theŵ to sĂǇ the neĐessĂrǇ ŵeĂsures thĂt Ăre to be tĂken during suĐh ĂĐĐidents 
•  DĂrk eĂĐh group ĂĐĐording to their sĂfetǇ ŵeĂsures tĂken bǇ eĂĐh group

AĐtiǀitǇ
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Activity Duration (in mins) Resources Used

Zole plĂǇ ǁith sĐenĂrio 20 WĂrtiĐipĂnt ,Ăndbook͕ Wen͕ triting WĂd͕ 
thiteboĂrd͕ ŵĂrker

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.
^ĂǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  DĂke sure eǀerǇ student tĂkes pĂrt in the ĂĐtiǀitǇ 
•  Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding Ă ĐorreĐt input

�o

•  EǆplĂin the iŵportĂnĐe of ĮrstͲĂid
•  dell the ĐlĂss hoǁ it ĐĂn help theŵ in their personĂl life Ăs ǁell 
•  Ask if ĂnǇone hĂs ĂnǇ doubt 

Eotes for &ĂĐilitĂtion
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•   >ist the sĂfe liŌing prĂĐtiĐes for Ăn Asseŵbler
•   �eŵonstrĂte hoǁ to ŵĂintĂin Ănd ǁork in ĐorreĐt bodǇ posture
•   �eŵonstrĂte hoǁ to liŌ͕ ĐĂrrǇ or ŵoǀe heĂǀǇ ǁooden furniture Ănd ĂĐĐessories froŵ one plĂĐe to 

Ănother

dhis session of the progrĂŵ ǁill teĂĐh us hoǁ to identifǇ the ǀĂrious sĂfe liŌing prĂĐtiĐes Ănd ĐorreĐt bodǇ 
postures.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit 2.20: ^Ăfe >iŌing WrĂĐtiĐes Ănd CorreĐt �odǇ Wostures

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt do Ǉou understĂnd bǇ ͞^Ăfe >iŌing͍͟
•   thǇ do Ǉou think folloǁing sĂfe liŌing prĂĐtiĐes Ănd ĐorreĐt bodǇ postures Ăre iŵportĂnt for Asseŵblers͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   ̂ Ăfe liŌing prĂĐtiĐes ;Ăs reĐoŵŵended bǇ oshĂ Ͳ oĐĐupĂtionĂl sĂfetǇ Ănd heĂlth ĂdŵinistrĂtionͿ
•   ,oǁ to ŵĂintĂin ĐorreĐt bodǇ posture ǁhile stĂnding Ănd ǁorking for long hours Ănd ĐĂrrǇing heĂǀǇ 

ŵĂteriĂls
•   EeutrĂl Ănd ĂǁkǁĂrd bodǇ postures
•   torking Ăt heightsͬ ǁith lĂdder  
•  torking ǁith hĂnd tools ĐorreĐtlǇ
•  Wroper teĐhniƋue of liŌing
•   torking in Ă ĐoŵfortĂble position ǁith the ĐorreĐt posture
•   dhe steps inǀolǀed in ĐorreĐt liŌing͕ loĂding͕ unloĂding Ănd hĂndling proĐedures

ElĂborĂte
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>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure Ǉou hĂǀe.

^ĂǇ

^ĂǇ

�iǀide the ĐlĂss into Įǀe groups. EĂĐh group ŵust prepĂre Ă ĐhĂrt on ĂnǇ one of the folloǁing topiĐs:

ϭ. �os of sĂfe liŌing
2. /ŵportĂnĐe of ergonoŵiĐs
ϯ. �on͛ts of sĂfe liŌing
ϰ. EeutrĂl Ănd ĂǁkǁĂrd postures
ϱ.  torking Ăt heights
6.  ̂ teps inǀolǀed in ĐorreĐt liŌing͕ loĂding͕ unloĂding Ănd hĂndling proĐedures
7.  ̂ Ăfe liŌing prĂĐtiĐes
Allot not ŵore thĂn ϱ ŵinutes to eĂĐh group for the presentĂtion. Ensure Ăll ŵeŵbers in Ă group pĂrtiĐipĂte 
in the ĂĐtiǀitǇ.

Activity Duration (in mins) Resources Used

ChĂrt WĂper WresentĂtion ϵ0 ;ŵĂǆiŵuŵͿ

WĂrtiĐipĂnt hĂndbook͕ ĐhĂrt pĂper ;light 
pĂstel ĐolourͿ͕ ĐrĂǇons͕ sketĐh pens͕ 
penĐils͕ erĂsers͕ rulers͕ ŵĂrble pĂpers͕ 
glue͕ ĐelloͲtĂpes͕ etĐ.

AĐtiǀitǇ

•   Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.
•  ,elp theŵ in perforŵing the ĂĐtiǀitǇ 
•  ^hĂre Ǉour inputs Ănd ideĂs Ăs ǁell 

�o

•  Ask if ĂnǇone hĂs ĂnǇ doubt 
•  EnĐourĂge students to tĂke pĂrt in ĐlĂss ĂĐtiǀelǇ 

Eotes for &ĂĐilitĂtion
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Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  >ist the nĂŵes Ănd ĐontĂĐt detĂils of people responsible for heĂlth Ănd sĂfetǇ

dhis session ǁill help us to knoǁ the nĂŵes͕ ĐontĂĐt detĂils of Ăll the people responsible for heĂlth Ănd 
sĂfetǇ in Ă ǁorkplĂĐe. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit 2.2ϭ: >ist of EĂŵes͕ ContĂĐt �etĂils of Ăll the people 
Zesponsible for ,eĂlth Ănd ^ĂfetǇ in Ă torkplĂĐe

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou knoǁ ĂnǇ bĂsiĐ ĮrstͲĂid teĐhniƋues͍ /f Ǉes͕ pleĂse shĂre ǁith the ĐlĂss. 
•  CĂn Ǉou nĂŵe soŵe of the eleŵents in Ă ĮrstͲĂid kit͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  >ist of nĂŵes Ănd ĐontĂĐt detĂils of people responsible for heĂlth Θ sĂfetǇ

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ
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�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.
^ĂǇ

•  dell students thĂt Ǉou ǁill rĂndoŵlǇ sĂǇ the eŵergenĐǇ nuŵbers Ănd theǇ ǁill hĂǀe to nĂŵe ǁhose 
nuŵber it is 

•  ^ee hoǁ students Ăre responding to Ǉou 
•  CorreĐt theŵ if theǇ Ăre ǁrong 
•  �isĐuss the unit ĂgĂin if it is reƋuired 

Activity Duration (in mins) Resources Used

Quiǌ 20 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

AĐtiǀitǇ

•  Ensure eǀerǇ student hĂs ĂĐtiǀelǇ tĂken pĂrt in the Ƌuiǌ
•  AppreĐiĂte students for their pĂrtiĐipĂtion 

�o

•  Ask students to Ănsǁer the Ƌuestions in the pĂrtiĐipĂnt hĂndbook 
•  CorreĐt theŵ if theǇ Ăre ǁrong 
•  Wroǀide the right Ănsǁers in ĐlĂss 

Eotes for &ĂĐilitĂtion
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ϯ. DĂintĂin tork AreĂ͕ dools 
Ănd DĂĐhines
Unit ϯ.ϭ Ͳ tork /nstruĐtions Ănd ^peĐiĮĐĂtions Ănd their /nterpretĂtion
Unit ϯ.2 Ͳ DĂke Use of the /nforŵĂtion �etĂils in ^peĐiĮĐĂtions Ănd /nstruĐtions 
Unit ϯ.ϯ Ͳ Diniŵiǌing tĂste͕ EīeĐts of ContĂŵinĂtion on WroduĐts
Unit ϯ.ϰ Ͳ EīeĐts of ContĂŵinĂtion of WroduĐts
Unit ϯ.ϱ Ͳ DĂintenĂnĐe of dools͕ EƋuipŵent Ănd ConsuŵĂbles
Unit ϯ.6 Ͳ ,ĂǌĂrds EnĐountered ǁhen ConduĐting Zoutine DĂintenĂnĐe
Unit ϯ.7 Ͳ dǇpes of CleĂning EƋuipŵent Ănd their Use
Unit ϯ.ϴ Ͳ ^Ăfe torking WrĂĐtiĐes for CleĂning
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Facilitator Guide

<eǇ >eĂrning KutĐoŵes

AŌer ĂƩending the session͕ trĂinees ǁill be Ăble to:

ϭ.  CoŵplǇ ǁith Ănd ĂĐĐurĂtelǇ interpret ǁork instruĐtions Ănd speĐiĮĐĂtions
2.  EŵploǇ the ŵethod to ŵĂke use of the inforŵĂtion detĂiled in speĐiĮĐĂtions Ănd instruĐtions
ϯ.  >oĐĂte the diīerent ǁĂǇs of ŵiniŵiǌing ǁĂste
ϰ.  /dentifǇ the eīeĐts of ĐontĂŵinĂtion on produĐts
ϱ.  �esign the ŵĂintenĂnĐe proĐedures of tools͕ eƋuipŵent Ănd ĐonsuŵĂbles Ăs per ŵĂnufĂĐturer s͛ 

instruĐtions
6.  EǀĂluĂte the hĂǌĂrds likelǇ to be enĐountered ǁhen ĐonduĐting routine ŵĂintenĂnĐe
7.  CoŵpĂre the diīerent tǇpes of ĐleĂning eƋuipŵent Ănd substĂnĐes Ănd disĐuss their use
ϴ.  ZeĐĂll sĂfe ǁorking prĂĐtiĐes for ĐleĂning Ănd the ŵethod of ĐĂrrǇing theŵ out
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•  EǆplĂin hoǁ to ĂĐĐurĂtelǇ interpret instruĐtions Ănd speĐiĮĐĂtions 
•  �esign the proĐess of prepĂring Ănd orgĂnising ǁork 

dhis session of the progrĂŵ ǁill teĂĐh us hoǁ to interpret ǁork instruĐtions Ănd speĐiĮĐĂtions͕ Ănd use the 
inforŵĂtion ĐorreĐtlǇ.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop

Unit ϯ.ϭ: tork /nstruĐtions Ănd ^peĐiĮĐĂtions Ănd their 
/nterpretĂtion 

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think it is neĐessĂrǇ to knoǁ Đlient s͛ speĐiĮĐĂtions before the proũeĐt͍ /f Ǉes͕ ĐĂn Ǉou giǀe ŵe soŵe 
reĂsons for this͍

•  /s it possible for ĂnǇone to Đoŵplete Ă tĂsk suĐĐessfullǇ ǁithout proper instruĐtions Ănd speĐiĮĐĂtions͍ thǇ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers Ănd 
stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   torking instruĐtions Ănd speĐiĮĐĂtions Ănd interpret theŵ ĂĐĐurĂtelǇ
•   ,oǁ to use the inforŵĂtion detĂiled in speĐiĮĐĂtions Ănd instruĐtions

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ
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•  CreĂte Ăn enǀironŵent of ĐollĂborĂtion in ĐlĂss 
•  Ask rĂndoŵ students to Ănsǁer Ǉour Ƌuestions regĂrding interpretĂtion of ǁork instruĐtions 
•  Ensure eĂĐh step hĂs been eǆplĂined ĐleĂrlǇ 

�o

•  Ask students to ĂpplǇ this for Ă pĂrtiĐulĂr ǁork Ăt hoŵe 
•  Wroǀide Ǉour inputs Ăs reƋuired 

Eotes for &ĂĐilitĂtion

•  �iǀide the ĐlĂss into 2Ͳϯ groups
•  Ask the students in the ĐlĂss to reǀise the unit for ϭ0 ŵinutes
•  Wroǀide Ă proposĂl for future proũeĐts to eĂĐh group. Ensure thĂt Ăll proposĂls͕ thus proǀided to the 

students͕ represent diīerent proũeĐts Ănd ĐontĂin Đlient speĐiĮĐĂtions
•  Ask eĂĐh group to deǀelop Ă plĂn for eĂĐh proũeĐt 
•  Ask for Ă ǀolunteer froŵ eĂĐh group Ănd Ăsk hiŵ to reĂd out their ǁriƩen ^KWs
•  EnĐourĂge Ă disĐussion session ǁhile trĂinees reĂd out their pĂpers 
•  Ask ǁhether theǇ hĂǀe understood the iŵportĂnĐe of Ăbiding bǇ these ^KWs
•  'uide theŵ Ănd disĐuss the ^KWs ĂgĂin if neĐessĂrǇ 
•  AppreĐiĂte the best perforŵing group 

Activity Duration (in hours) Resources Used

�eǀeloping �lueprints 1 WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ 
ǁhiteboĂrd͕ ŵĂrker

AĐtiǀitǇ

ϵ6



ϵ7

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss hoǁ to use the inforŵĂtion detĂiled in speĐiĮĐĂtions Ănd instruĐtions

dhis is the tǁentieth session of the progrĂŵ thĂt ǁill help us to understĂnd the use of the inforŵĂtion 
detĂils in speĐiĮĐĂtions Ănd instruĐtions. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϯ.2: DĂke Use of the /nforŵĂtion �etĂils in ^peĐiĮĐĂtions 
Ănd /nstruĐtions 

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.
^ĂǇ

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ^peĐiĮĐĂtions ͬ /nstruĐtions͕ used bǇ the Asseŵbler to retrieǀe iŵportĂnt inforŵĂtion

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think Ǉou need to knoǁ Ǉour Đlient s͛ speĐiĮĐĂtions before Ǉou stĂrt ǁorking͍
•  /f Ǉes͕ ĐĂn Ǉou tell ŵe soŵe reĂsons for this͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

ElĂborĂte

Ask

ϵ7



ϵϴ

Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ĐonĐept reĂllǇ ǁell.

^ĂǇ

•  Ask students to sit in Ă seŵiͲĐirĐle 
•  Ask theŵ to ŵĂke indiǀiduĂl lists of neĐessĂrǇ Đlient speĐiĮĐĂtions thĂt Ăn Asseŵbler ŵĂǇ need to 

knoǁ beforehĂnd 
•  EnĐourĂge Ă disĐussion ĂŌer theǇ Đoŵplete ǁriting regĂrding usĂge of the inforŵĂtion detĂiled in 

speĐiĮĐĂtions Ănd instruĐtions
•  CorreĐt students if theǇ Ăre ǁrong Ănd guide theŵ ĂgĂin if reƋuired 

Activity Duration (in mins) Resources Used

DĂke Ă list ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

•  Ensure students understĂnd the iŵportĂnĐe of deĂdline 
•  CheĐk eǀerǇone s͛ list Ănd eǀĂluĂte it 
•  Wroǀide Ǉour inputs ĂĐĐordinglǇ 

�o

•  Ask students ǁhether theǇ Ăre hĂǀing ĂnǇ issue ǁith the ĂĐtiǀitǇ 
•  Ensure eǀerǇ student is subŵiƫng their list to Ǉou 

Eotes for &ĂĐilitĂtion

ϵϴ



ϵϵ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �ispose of ǁĂste to designĂted loĐĂtions
•  ApplǇ diīerent ŵĂteriĂls to ŵiniŵiǌe ǁĂste

dhis session of the progrĂŵ ǁill teĂĐh us diīerent ǁĂǇs to ŵiniŵise ǁĂste. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϯ.ϯ: Diniŵiǌing tĂste͕ EīeĐts of ContĂŵinĂtion on WroduĐts

Unit KbũeĐtiǀes

Eote

ZesourĐes to be Used

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   Using ŵĂteriĂls to ŵiniŵiǌe ǁĂste: ZeĐǇĐling͕ ZeduĐing Ănd Zeusing
•   �ispose of ǁĂste sĂfelǇ in the designĂted loĐĂtion

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt do Ǉou understĂnd bǇ ͞ZeĐǇĐling͍͟
•   CĂn Ǉou nĂŵe feǁ ǁĂstes thĂt ĐĂn be reĐǇĐled͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

ElĂborĂte

Ask

>et us noǁ ǀisit Ă ǁorkshop to Įnd out hoǁ ĐontĂŵinĂnts Ăre got rid of Ănd ǁĂstes Ăre ŵĂnĂged Ănd 
disposed of there.

^ĂǇ

ϵϵ



ϭ00

Facilitator Guide

�id Ǉou enũoǇ this ǀisit͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

dĂke the students to Ă neĂrbǇ furniture ǁorkshop to obserǀe the Đoŵŵon ǁĂste ŵĂnĂgeŵent teĐhniƋues. 
dhere͕ theǇ ǁill obserǀe the folloǁing:

•   EīeĐts of ĐontĂŵinĂnts
•   deĐhniƋues of ǁĂste ĐolleĐtion͕ disposĂl to designĂted loĐĂtions Ănd treĂtŵent
•   WWE used͕ if ĂnǇ͕  in the proĐess

Activity Duration (in mins) Resources Used

torkshop sisit ϭϴ0 ;ŵĂǆiŵuŵͿ Wen͕ notebook͕ pĂrtiĐipĂnt hĂndbook͕ student 
id ĐĂrd

AĐtiǀitǇ

•  'uide students during ǁorkshop ǀisit 
•  Ask theŵ to folloǁ the proĐedures ŵinutelǇ 
•  Ask theŵ to Įnd out ǁhether ĂnǇ WWE is used in the ǁorkshop 

�o

•  Ensure thĂt Ǉou hĂǀe eǆplĂined the iŵportĂnĐe of ŵiniŵising ǁĂstĂges in furniture industrǇ 
•  Ensure Ǉou hĂǀe eǆplĂined ǁhǇ Ă designĂted loĐĂtion is neĐessĂrǇ for ǁĂste disposĂl 

Eotes for &ĂĐilitĂtion

ϭ00



ϭ0ϭ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the eīeĐts of the Đoŵŵon ĐontĂŵinĂnts on glĂss doors Ănd ǁindoǁs

dhis is session of the progrĂŵ ǁill help us to understĂnd the eīeĐts of ĐontĂŵinĂtion on produĐts. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϯ.ϰ: EīeĐts of ContĂŵinĂtion of WroduĐts 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think ǁe should eĂt ĐontĂŵinĂted food͍
•  ^o ǁhĂt ĐĂn hĂppen if there is ĐontĂŵinĂtion in doors Ănd ǁindoǁs͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  EīeĐt of foreign ŵĂteriĂls
•  EīeĐt of ŵoisture
•  EīeĐt of ŵiĐroorgĂnisŵs͕ inseĐts Ănd rodents
•  EīeĐt of dust
•  EīeĐt of Đorrosiǀe ĐheŵiĐĂls

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭ0ϭ



ϭ02

Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ĐonĐept reĂllǇ ǁell.

^ĂǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on ĐoŵpletioEnĐourĂge students to shĂre their eǆperienĐe͕ 
Ƌuestions Ănd suggestions in the ĐlĂss 

•  AppreĐiĂte students for their perforŵĂnĐe 

�o

•  �iǀide the ĐlĂss in three to four groups bĂsed on the ĐlĂss strength 
•  Ask eĂĐh group to go Ăround the trĂining Đentre Ănd Įnd out if there is ĂnǇ ĐontĂŵinĂtion in the doors 

Ănd ǁindoǁs
•  'iǀe theŵ ϭϱͲ20 ŵinutes for this ũob 
•  Ask students to subŵit their list to Ǉou 
•  ZeĂd out the lists Ănd enĐourĂge Ă disĐussion session regĂrding ǁhĂt ŵeĂsures ĐĂn be tĂken to preǀent 

these ĐontĂŵinĂtions 
•  Ask students to shĂre their ideĂ too
•  AppreĐiĂte the best group for their perforŵĂnĐe 

Activity Duration (in mins) Resources Used

DĂke Ă list Ănd disĐuss ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

•  �isĐuss the topiĐs in detĂils 
•  ^hoǁ students diīerent eǆĂŵples of ĐontĂŵinĂnts Ăround the Đenter 

Eotes for &ĂĐilitĂtion

ϭ02



ϭ0ϯ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   ApplǇ ŵĂintenĂnĐe proĐedures of tools͕ eƋuipŵent Ănd ĐonsuŵĂbles Ăs per ŵĂnufĂĐturer s͛ instruĐtions
•   EǆĂŵine Ănd ensure ĐorreĐt hĂndling of ŵĂteriĂls͕ eƋuipŵent Ănd tools
•   �isĐuss hoǁ to deĂl ǁith ǁork interruptions
•  DĂintĂin ĂppropriĂte enǀironŵent to proteĐt stoĐk froŵ pilfering͕ theŌ͕ dĂŵĂge Ănd deteriorĂtion

dhis is of the progrĂŵ ǁill teĂĐh us hoǁ to ŵĂintĂin tools͕ eƋuipŵent Ănd ĐonsuŵĂbles Ăs per 
ŵĂnufĂĐturer s͛ instruĐtions. te ǁill Ălso leĂrn Ăbout the Đoŵŵon hĂǌĂrds enĐountered ǁhile ĐonduĐting 
routine ŵĂintenĂnĐe.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ sƋuĂre glĂss͕ ŵĂrking tools͕ ŵeĂsuring tools͕ Đuƫng 
tools Ănd polishing tools

Unit ϯ.ϱ: DĂintenĂnĐe of dools͕ EƋuipŵent Ănd ConsuŵĂbles 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt do Ǉou understĂnd bǇ ͞DĂintenĂnĐe͍͟
•   thǇ is ŵĂintenĂnĐe of tools͕ eƋuipŵent Ănd ĐonsuŵĂbles iŵportĂnt ĂŌer usĂge͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   DĂintenĂnĐe proĐedures of tools͕ eƋuipŵent Ănd ĐonsuŵĂbles Ăs per ŵĂnufĂĐturer s͛ instruĐtions
•   DetĂl dools Ͳ ,Ăndling Θ DĂintenĂnĐe 
•  Woǁer dools Ͳ ,Ăndling Θ DĂintenĂnĐe 
•  Cuƫng dools Ͳ ,Ăndling Θ DĂintenĂnĐe
•   WneuŵĂtiĐ dools Ͳ ,Ăndling Θ DĂintenĂnĐe
•  CorreĐt hĂndling proĐedures 
•  DĂintĂining tools͕ eƋuipŵent Ănd ĐonsuŵĂbles 
•  ^Ăfe Ănd ĐorreĐt hĂndling of ŵĂteriĂls͕ eƋuipŵent Ănd tools 
•  WroteĐt stoĐk froŵ Wilfering͕ theŌ͕ dĂŵĂge Ănd deteriorĂtion

ElĂborĂte

ϭ0ϯ



ϭ0ϰ

Facilitator Guide

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to grĂsp the ĐonĐept beƩer.

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

•  ,elp students throughout the ǀisit 
•  dell theŵ hoǁ Ǉou ŵĂintĂin Ănd preserǀe Ǉour tools 
•  EǆplĂin the ŵĂintenĂnĐe proĐess in detĂils 

^ĂǇ

^ĂǇ

�o

Kn reĂĐhing the lĂborĂtorǇ͕  diǀide the ĐlĂss into feǁ groups ;depending on the bĂtĐh siǌeͿ. 'iǀe eĂĐh group 
Ă tool or eƋuipŵent͕ ǁhiĐh hĂs been used seǀerĂl tiŵes. dhe students ŵust Įrst deǀise hoǁ to ŵĂintĂin 
thĂt tool properlǇ Ănd then use ĂppropriĂte ŵethods to do the sĂŵe. dhis ĂĐtiǀitǇ ŵust be done striĐtlǇ 
ǁith Ǉour help Ănd guidĂnĐe. Also shoǁ the students hoǁ should ŵĂteriĂls be kept sĂfe.

Activity Duration (in mins) Resources Used

>ĂborĂtorǇ sisit ϭ20 ;ŵĂǆiŵuŵͿ
WĂrtiĐipĂnt hĂndbook͕ sƋuĂre glĂss͕ ŵĂrking 
tools͕ ŵeĂsuring tools͕ Đuƫng tools Ănd 
polishing tools

AĐtiǀitǇ

•  �ring Ǉour oǁn tools in ĐlĂss for deŵonstrĂting 
•  dĂlk to eǀerǇ student Ănd Ăsk if theǇ hĂǀe ĂnǇ issue 
•  ClĂrifǇ Ăll their issues ĐĂlŵlǇ 

Eotes for &ĂĐilitĂtion

ϭ0ϰ



ϭ0ϱ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the eīeĐts of the Đoŵŵon ĐontĂŵinĂnts on glĂss doors Ănd ǁindoǁs

dhis tǁentieth session of the progrĂŵ ǁill help us to understĂnd the hĂǌĂrds enĐountered ǁhen ĐonduĐting 
routine ŵĂintenĂnĐe. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϯ.6: ,ĂǌĂrds EnĐountered ǁhen ConduĐting Zoutine 
DĂintenĂnĐe 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  CĂn Ǉou nĂŵe soŵe of the possible hĂǌĂrds thĂt Ǉou ĐĂn enĐounter during ŵĂintenĂnĐe͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ,ĂǌĂrds enĐountered ǁhen ĐonduĐting routine ŵĂintenĂnĐe

ElĂborĂte

ϭ0ϱ



ϭ06

Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe tĂken pĂrt in the disĐussion session 

^ĂǇ

•  EnĐourĂge eǀerǇone to tĂke pĂrt in the disĐussion session 
•  �isĐuss possible hĂǌĂrds Ălong ǁith its solutions 
•  :ot doǁn iŵportĂnt points on the ǁhite boĂrd

�o

•  �iǀide the ĐlĂss in three to four groups bĂsed on the ĐlĂss strength 
•  EnĐourĂge the groups to disĐuss hoǁ theǇ ǁill deĂl ǁith possible hĂǌĂrds ǁhile ĐonduĐting routine 

ŵĂintenĂnĐe 
•  AppreĐiĂte the students for their ideĂs  

Activity Duration (in mins) Resources Used

�isĐussion ^ession ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

•  Ansǁer Ăll the doubts in ĐĂse ĂnǇ to the pĂrtiĐipĂnts
•  Ask theŵ to Ănsǁer the Ƌuestions giǀen in the pĂrtiĐipĂnt ŵĂnuĂl
•  Ensure thĂt Ăll the pĂrtiĐipĂnts Ănsǁer eǀerǇ Ƌuestion

Eotes for &ĂĐilitĂtion

ϭ06



ϭ07

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   /dentifǇ the diīerent tǇpes of ĐleĂning eƋuipŵent Ănd substĂnĐes Ănd their use

dhis is session of the progrĂŵ ǁill teĂĐh us hoǁ to seleĐt diīerent ĐleĂning tools Ănd eƋuipŵent͕ their sĂfe 
hĂndling Ănd ĂppliĐĂtion ŵethods.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers

Unit ϯ.7: dǇpes of CleĂning EƋuipŵent Ănd their Use

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   �o Ǉou think ĐleĂning the bĂthrooŵ Ňoor should diīer froŵ ĐleĂning Ă ŵirror͍ thǇ͍
•   CĂn the sĂŵe ĐleĂning ŵĂteriĂl be used for ĐleĂning eǀerǇthing͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   CleĂning Ăgents
•   DĂnuĂl eƋuipŵent Ănd tools
•   Woǁer eƋuipŵent Ănd tools

ElĂborĂte

ϭ07



ϭ0ϴ

Facilitator Guide

•  Ask students to shĂre oǁn eǆperienĐe ǁith ĐleĂning eƋuipŵent 
•  Ask theŵ ǁhĂt should one use to ĐleĂn the doors Ănd ǁindoǁs 
•  CorreĐt theŵ if theǇ Ăre ǁrong Ănd shĂre Ǉour inputs 

�o

�iǀide the ĐlĂss into 2Ͳϯ groups. Ask the students in the ĐlĂss to reǀise the unit for ϭ0 ŵinutes. Wroǀide Ă 
ĐleĂning ŵĂteriĂl to eĂĐh group Ănd Ăsk the ŵeŵbers to identifǇ it Ănd stĂte ǁhĂt kind of ŵĂteriĂl ͬ  surfĂĐe 
it is suitĂble for ĐleĂning.

Activity Duration (in mins) Resources Used

^hoǁ Ănd dell 60 ŵins ;ŵĂǆiŵuŵͿ Wen͕ notebook͕ pĂrtiĐipĂnt hĂndbook͕ ǁriting 
pĂd͕ ǁhiteboĂrd ͬ ŇipĐhĂrt͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

•  EǆplĂin the usĂges of diīerent ĐleĂning eƋuipŵent 
•  Ask students if theǇ hĂǀe ĂnǇ Đonfusion ǁith these 
•  Address eĂĐh issues properlǇ 

Eotes for &ĂĐilitĂtion

ϭ0ϴ



ϭ0ϵ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  DĂintĂin Ă ĐleĂn Ănd hĂǌĂrd free ǁorking ĂreĂ
•  ApplǇ ĐleĂning eƋuipŵent Ănd ŵethods
•  �eŵonstrĂte hoǁ to store ĐleĂning eƋuipŵent sĂfelǇ ĂŌer use

dhis is the tǁentieth session of the progrĂŵ thĂt ǁill help us to understĂnd the sĂfe ǁorking prĂĐtiĐes for 
ĐleĂning. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϯ.ϴ: ^Ăfe torking WrĂĐtiĐes for CleĂning 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  /s it neĐessĂrǇ to hĂǀe Ă ĐleĂn ǁorking ĂreĂ͍ 
•  ,Ăǀe Ǉou eǀer ĐleĂned Ǉour house͍ �o Ǉou keep the tools Ănd produĐts sĂfelǇ ĂŌer using͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  DĂintĂin Ă ĐleĂn Ănd hĂǌĂrd free ǁorking ĂreĂ
•  Use ĐleĂning eƋuipŵent Ănd ŵethods
•  ^tore ĐleĂning eƋuipŵent sĂfelǇ ĂŌer use

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭ0ϵ



ϭϭ0

Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.

^ĂǇ

•  Ensure students understĂnd the iŵportĂnĐe of sĂfe Ănd ĐleĂn ǁork prĂĐtiĐe 
•  'uide theŵ in the ǁorkshop to understĂnd the sĂfe prĂĐtiĐes 

�o

•  �iǀide the ĐlĂss in three to four groups bĂsed on the ĐlĂss strength 
•  dĂke students to Ă furniture shop during the tiŵe ǁhen ǁorkers ĐleĂn their ǁork stĂtions
•  Ask students to obserǀe the folloǁing:
•  ,oǁ ǁorkers Ăre ĐleĂning the ǁork ĂreĂ 
•  ,oǁ ĐĂutiouslǇ ǁorkers Ăre using the ĐleĂning eƋuipŵent 
•  ,oǁ ǁorkers Ăre keeping the tools Ănd ĐleĂning eƋuipŵent ĂŌer ĐleĂning the ǁork ĂreĂ 

Activity Duration (in hours) Resources Used

torkshop sisit 1 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen

AĐtiǀitǇ

ϭϭ0



111

Assembler- Doors/Windows (Glass)

ϰ. tork EīeĐtiǀelǇ ǁith Kthers
Unit ϰ.ϭ Ͳ tork EīeĐtiǀelǇ ǁith Kthers to AĐhieǀe 'oĂls
Unit ϰ.2 Ͳ EīeĐtiǀe CoŵŵuniĐĂtion Ănd EstĂblishing 'ood ZelĂtionships
Unit ϰ.ϯ Ͳ Kǁn Zole Ănd Zesponsibilities
Unit ϰ.ϰ Ͳ WrinĐiple of &urniture Ănd &iƫngs͕ DĂnufĂĐturing Ănd /nstĂllĂtion
Unit ϰ.ϱ Ͳ �isplĂǇ CorreĐt UnderstĂnding of tork dĂsk Ănd KbũeĐtiǀe
Unit ϰ.6 Ͳ <eeping tork AreĂ CleĂn Ănd Zeporting WroĐedure in �eǀiĂtions
Unit ϰ.7 Ͳ QuĂlitǇ ^tĂndĂrds for Assigned tork dĂsk Ănd KbũeĐtiǀe
Unit ϰ.ϴ Ͳ Zeporting WroĐedures in CĂse of �eǀiĂtions
Unit ϰ.ϵ Ͳ /ŵportĂnĐe Ănd Eeed of ^upporting CoͲǁorkers &ĂĐing Wrobleŵs
Unit ϰ.ϭ0 Ͳ dǇpes of Weople thĂt one is reƋuired to CoŵŵuniĐĂte
Unit ϰ.ϭϭ Ͳ sĂrious Coŵponents of CoŵŵuniĐĂtion CǇĐle
Unit ϰ.ϭ2 Ͳ /ŵportĂnĐe of AĐtiǀe >istening
Unit ϰ.ϭϯ Ͳ /ŵportĂnĐe of �isĐipline Ănd EthiĐs
Unit ϰ.ϭϰ Ͳ �isĐiplined �ehĂǀiour for Ă torking WrofessionĂl
Unit ϰ.ϭϱ Ͳ Addressing 'rieǀĂnĐes AppropriĂtelǇ
Unit ϰ.ϭ6 Ͳ DĂnĂging /nterpersonĂl ConŇiĐt EīeĐtiǀelǇ

FFS/N8801



ϭϭ2

Facilitator Guide

<eǇ >eĂrning KutĐoŵes

AŌer ĂƩending the session͕ trĂinees ǁill be Ăble to:

ϭ.  /nterpret the iŵportĂnĐe of ǁorking eīeĐtiǀelǇ ǁith others to ĂĐhieǀe orgĂniǌĂtion s͛ goĂls
2.  /llustrĂte the iŵportĂnĐe of eīeĐtiǀe ĐoŵŵuniĐĂtion Ănd estĂblishing good ǁorking relĂtionships ǁith 

other
ϯ.  Assess oǁn role Ănd responsibilities
ϰ.  CoŵplǇ ǁith the prinĐiple of furniture Ănd Įƫngs ŵĂnufĂĐturing Ănd instĂllĂtion
ϱ.  /nterpret the iŵportĂnĐe of hĂǀing the ĐorreĐt understĂnding of ǁork tĂsk Ănd obũeĐtiǀe
6.  �eŵonstrĂte hoǁ to keep the ǁork ĂreĂ ĐleĂn Ănd tidǇ Ănd its iŵportĂnĐe
7.  ApplǇ ƋuĂlitǇ stĂndĂrds for Ăssigned ǁork tĂsk Ănd obũeĐtiǀe
ϴ.  WrĂĐtise reporting proĐedure in ĐĂse of deǀiĂtions
ϵ.  EǆplĂin the iŵportĂnĐe Ănd need of supporting ĐoͲǁorkers fĂĐing probleŵs for sŵooth funĐtioning of 

ǁork
ϭ0.  ZeĐognise the diīerent tǇpes of people thĂt one is reƋuired to ĐoŵŵuniĐĂte Ănd ĐoordinĂte ǁithin the 

orgĂniǌĂtion
ϭϭ.  /dentifǇ the ǀĂrious Đoŵponents of ĐoŵŵuniĐĂtion ĐǇĐle
ϭ2.  EǆplĂin the iŵportĂnĐe of ĂĐtiǀe listening
ϭϯ.  ZelĂte the iŵportĂnĐe of disĐipline Ănd ethiĐs ǁith professionĂl suĐĐess
ϭϰ.  �esĐribe ǁhĂt Đonstitutes disĐiplined behĂǀiour for Ă ǁorking professionĂl
ϭϱ.  EǆplĂin the ŵethod of eǆpressing Ănd Ăddressing grieǀĂnĐes ĂppropriĂtelǇ Ănd eīeĐtiǀelǇ
ϭ6.  ZeĐĂll the iŵportĂnĐe Ănd ǁĂǇs of ŵĂnĂging interpersonĂl ĐonŇiĐt eīeĐtiǀelǇ

ϭϭ2



ϭϭϯ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �isĐuss hoǁ to seek ĂssistĂnĐe froŵ superǀisor or ĂnǇ suĐh ĂppropriĂte ĂuthoritǇ Ăs Ănd ǁhen reƋuired
•   �eŵonstrĂte hoǁ to folloǁ orgĂniǌĂtionĂl poliĐies Ănd proĐedure

dhis is session of the progrĂŵ ǁill teĂĐh us the iŵportĂnĐe of ĐoŵŵuniĐĂting eīeĐtiǀelǇ Ănd ǁorking ǁith 
others in Ă professionĂl relĂtionship Ăt the ǁorkplĂĐe.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϰ.ϭ: tork EīeĐtiǀelǇ ǁith Kthers to AĐhieǀe 'oĂls 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,Ăǀe Ǉou eǀer tried eǆplĂining soŵething to Ǉour friend or fĂŵilǇ ŵeŵber Ănd fĂiled in doing so͍ thĂt 
do Ǉou think Đould hĂǀe been the reĂson͍

trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   Coŵponents of eīeĐtiǀe ĐoŵŵuniĐĂtion
•   ,oǁ to ĐoŵŵuniĐĂte eīeĐtiǀelǇ ǁith Đlients
•   /ŵportĂnĐe of estĂblishing good ǁorking relĂtionships ǁith others
•   ̂ eeking ĂssistĂnĐe froŵ superǀisor or ĂnǇ suĐh ĂppropriĂte ĂuthoritǇ Ăs Ănd ǁhen reƋuired
•   &olloǁing orgĂniǌĂtionĂl poliĐies Ănd proĐedures

ElĂborĂte

>et us noǁ plĂǇ Ă gĂŵe͕ to understĂnd the iŵportĂnĐe of ĐoŵŵuniĐĂting Ănd ǁorking eīeĐtiǀelǇ ǁith others.

^ĂǇ

ϭϭϯ



ϭϭϰ

Facilitator Guide

�id Ǉou enũoǇ the gĂŵe͍ tell͕ let us noǁ ǁĂtĐh feǁ ǀideos on eīeĐtiǀe ĐoŵŵuniĐĂtion to understĂnd the 
ĐonĐept beƩer.

^ĂǇ

DĂke the students plĂǇ Ă gĂŵe. �iǀide the ĐlĂss into tǁo teĂŵs. Ask Ă ŵeŵber froŵ one teĂŵ to think of Ă 
populĂr tune Ănd tĂp the tune on the tĂble. dhe other teĂŵ hĂs to guess the song. <eep Ă tĂb on hoǁ ŵĂnǇ 
tiŵes the tunes got identiĮed ĐorreĐtlǇ. EǆplĂin͕ Ăt the end of the gĂŵe͕ ǁhǇ ŵost of the tunes Đould not 
be guessed ĐorreĐtlǇ͕  bĂsed on the prinĐiples of EīeĐtiǀe CoŵŵuniĐĂtion.

Activity Duration (in mins) Resources Used

/dentifǇ the dune ϯ0 ŵins ;ŵĂǆiŵuŵͿ Wen͕ notebook͕ pĂrtiĐipĂnt hĂndbook͕ ǁriting 
pĂd͕ ǁhiteboĂrd ͬ ŇipĐhĂrt͕ ŵĂrker͕  etĐ.

^hoǁ the ĐlĂss feǁ ǀideos on the topiĐ͕ froŵ Ǉour lĂptop. dhe sĂŵple links Ăre:

•   hƩps:ͬͬǁǁǁ.Ǉoutube.ĐoŵͬǁĂtĐh͍ǀсǇtAǀǌ�o2Y6U ;ϯ dips for EīeĐtiǀe CoŵŵuniĐĂtionͿ
•   hƩps:ͬͬǁǁǁ.Ǉoutube.ĐoŵͬǁĂtĐh͍ǀсsĐǌsƋ,:t0gg ;EǆtrĂordinĂrǇ CoŵŵuniĐĂtion ^killsͿ

Activity Duration (in mins) Resources Used

tĂtĐh Ănd >eĂrn ϯ0 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ ǁhiteboĂrd͕ ŵĂrker͕  
lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser pointer͕  etĐ.

AĐtiǀitǇ

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

WĂuse Ănd repeĂt Ăs per reƋuests froŵ students.

•   drĂnslĂte the English ǁords into the loĐĂl lĂnguĂge knoǁn bǇ Ă ŵĂũoritǇ of the students in the ĐlĂss.
•   EǆplĂin the ǀideos pĂtientlǇ Ănd ǁith Ă sŵiling fĂĐe.
•   :ot doǁn the ĐruĐiĂl points on the ǁhiteboĂrd Ăs the students speĂk.
•   ̂ hĂre Ǉour inputs Ănd insight͕ to enĐourĂge the students Ănd Ădd onto ǁhĂt theǇ tĂlk Ăbout.
•   Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.

^ĂǇ

�o

ϭϭϰ



ϭϭϱ

Assembler- Doors/Windows (Glass)

•  ^hĂre Ă ĐopǇ of poliĐies Ănd proĐedures of Ǉour oǁn orgĂnisĂtion 
•  ^hĂre hoǁ ǁorkers in Ǉour orgĂnisĂtion ǁork eīeĐtiǀelǇ Ăligned to these poliĐies Ănd proĐedures 
•  Ensure eǀerǇ student is pĂrtiĐipĂting in ĐlĂss 

Eotes for &ĂĐilitĂtion

ϭϭϱ



ϭϭ6

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǆplĂin the iŵportĂnĐe of estĂblishing good ǁorking relĂtionships
•  �eŵonstrĂte hoǁ to ĐoŵŵuniĐĂte eīeĐtiǀelǇ ǁith Đlients
•  /dentifǇ the Đoŵponents of eīeĐtiǀe ĐoŵŵuniĐĂtion

dhis is session of the progrĂŵ ǁill help us to understĂnd the sĂfe ǁorking prĂĐtiĐes for ĐleĂning. 

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  stopǁĂtĐh 

Unit ϰ.2: EīeĐtiǀe CoŵŵuniĐĂtion Ănd EstĂblishing 'ood 
ZelĂtionships

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  /s it neĐessĂrǇ to hĂǀe Ă trĂnspĂrent ĐoŵŵuniĐĂtion ǁith people Ăround Ǉou͍ 
•  �o Ǉou knoǁ there Ăre diīerent kinds of ĐoŵŵuniĐĂtion proĐess͍ 
•  CĂn Ǉou nĂŵe one of those͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Coŵponents of eīeĐtiǀe ĐoŵŵuniĐĂtion 
•  /ŵportĂnĐe of estĂblishing good ǁorking relĂtionship

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept of eīeĐtiǀe ĐoŵŵuniĐĂtion beƩer.

^ĂǇ

ϭϭ6



ϭϭ7

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ of eīeĐtiǀe ĐoŵŵuniĐĂtion  reĂllǇ 
ǁell.

^ĂǇ

•  Ask Ăll trĂinees to sit in Ă ĐirĐle
•  �eŵonstrĂte the rules of this ĂĐtiǀitǇ in front of the ĐlĂss 
•  dell theŵ thĂt ǁhen the gĂŵe stĂrts͕ no less or ŵore thĂn four people ǁill stĂnd Ăt the sĂŵe tiŵe in 

the rooŵ͕ hoǁeǀer one indiǀiduĂl ĐĂn onlǇ stĂnd for ŵĂǆiŵuŵ ϭ0 seĐonds Ănd needs to be replĂĐed 
iŵŵediĂtelǇ bǇ soŵeone else

•  All ĐoŵŵuniĐĂtion during the gĂŵe for siƫng Ănd stĂnding should be nonͲǀerbĂl 
•  <eep Ă big stopǁĂtĐh in ĐlĂss so thĂt eǀerǇone ĐĂn see ǁhen ϭ0 seĐonds Ăre geƫng oǀer 
•  ConduĐt the gĂŵe ǁithout ĂnǇ biĂs
•  AppreĐiĂte trĂinees for their perforŵĂnĐes

Activity Duration (in mins) Resources Used

&our Ăt Ă gĂŵe ϭϱ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
stopǁĂtĐh

AĐtiǀitǇ

•  �eĮne the Đoŵponents of eīeĐtiǀe ĐoŵŵuniĐĂtion in detĂils 
•  DĂke sure students understĂnd the signiĮĐĂnĐe of estĂblishing good ǁorking relĂtionships

�o

ϭϭ7



ϭϭϴ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  >ist one s͛ oǁn role Ănd responsibilities

dhis is the tǁentieth session of the progrĂŵ thĂt ǁill help us to understĂnd the sĂfe ǁorking prĂĐtiĐes for 
ĐleĂning.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker 

Unit ϰ.ϯ: Kǁn Zole Ănd Zesponsibilities

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept of eīeĐtiǀe ĐoŵŵuniĐĂtion beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think of Ǉourself Ăs Ă responsible person͍ 
•  CĂn Ǉou tell the ĐlĂss ĂnǇ inĐident to support Ǉour Ănsǁer͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  UnderstĂnding oǁn role Ănd responsibilities

ElĂborĂte

ϭϭϴ



ϭϭϵ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.

^ĂǇ

•  Ask eĂĐh pĂrtiĐipĂnt to ǁrite theorǇ oǁn strength͕ ǁeĂkness͕ possible future opportunities Ănd threĂts 
in their notebook 

•  Ask theŵ to Įnish oī ǁriting ǁith ϭϱͲ20 ŵinutes
•  Ask for ǀolunteers in ĐlĂss Ănd Ăsk theŵ to reĂd out their pĂpers 
•  EnĐourĂge Ă disĐussion session tĂking Đues froŵ trĂinees 
•  ^uggest theŵ hoǁ theǇ ĐĂn iŵproǀe theŵselǀes in life Ănd tĂke their oǁn responsibilities 
•  AppreĐiĂte the ĐlĂss for their pĂrtiĐipĂtion

Activity Duration (in mins) Resources Used

&inding oǁn strength Ănd 
ǁeĂkness ϭϱͲ20 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 

ŵĂrker 

AĐtiǀitǇ

•  Ask Ăll the students to subŵit their pĂpers to Ǉou 
•  CheĐk their pĂpers Ănd giǀe Ǉour reǀieǁ 
•  ^hĂre Ǉour ǀieǁs the neǆt dĂǇ 

Eotes for &ĂĐilitĂtion

•  EǆplĂin the iŵportĂnĐe of being selfͲĂǁĂre 
•  ^hĂre Ǉour oǁn strength Ănd ǁeĂkness ǁith students 
•  dell theŵ hoǁ it hĂs helped Ǉou in professionĂl life 

�o

ϭϭϵ



ϭ20

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �isĐuss the prinĐiple of furniture Ănd Įƫngs ŵĂnufĂĐturing Ănd instĂllĂtion

dhis is of the progrĂŵ ǁill teĂĐh us the prinĐiple of furniture Ănd Įƫngs for ŵĂnufĂĐturing Ănd instĂllĂtion.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϰ.ϰ: WrinĐiple of &urniture Ănd &iƫngs͕ DĂnufĂĐturing Ănd 
/nstĂllĂtion

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think eǀerǇ industrǇ hĂs soŵe Đore prinĐiples on its oǁn͍ 
•  CĂn Ǉou nĂŵe soŵe of the prinĐiples Ǉou ǁill folloǁ ǁhen Ǉou ǁill stĂrt ǁorking Ăs Ăn Asseŵbler͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   Eleŵents Ănd prinĐiples of knoǁledge in the furniture Θ Įƫngs industrǇ
•   Eleŵents Ănd prinĐiples of skills in the furniture Θ Įƫngs industrǇ
•   Eleŵents Ănd prinĐiples of behĂǀiour in the furniture Θ Įƫngs industrǇ

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ͕  to grĂsp the ĐonĐept beƩer.

^ĂǇ

ϭ20



ϭ2ϭ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

•  dĂke pĂrt in the disĐussion session ĂĐtiǀelǇ 
•  �isĐuss the prinĐiples in detĂils 
•  ^hĂre Ǉour oǁn inputs 

^ĂǇ

�o

ArrĂnge the students in Ă seŵiͲĐirĐle Ănd enĐourĂge theŵ to stĂrt Ă 'roup �isĐussion on: ͞WrinĐiples of the 
industrǇ inĐlude knoǁledge͕ skills͕ understĂnding of obũeĐtiǀes Ănd ƋuĂlitǇ .͟

Activity Duration (in mins) Resources Used

'roup �isĐussion ϭϱ ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker͕  etĐ.

AĐtiǀitǇ

•  Ask students ǁhether theǇ hĂǀe ĂnǇ Ƌuestion 
•  Address their issues indiǀiduĂllǇ 
•  dĂlk to theŵ in Ă ĐĂlŵ Ănd Đoŵposed ǁĂǇ 

Eotes for &ĂĐilitĂtion

ϭ2ϭ



ϭ22

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �eŵonstrĂte hoǁ to seek ĐlĂriĮĐĂtions on ǁork tĂsks ǁheneǀer reƋuired 
•  EǀĂluĂte Ănd ĂĐĐurĂtelǇ reĐeiǀe inforŵĂtion Ănd instruĐtions froŵ the superǀisor 

dhis is session of the progrĂŵ ǁill help us to understĂnd displĂǇing ĐorreĐt understĂnding of ǁork tĂsk Ănd 
obũeĐtiǀes.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker 

Unit ϰ.ϱ: �isplĂǇ CorreĐt UnderstĂnding of tork dĂsk Ănd 
KbũeĐtiǀe

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think ĐlĂriĮĐĂtions froŵ Ǉour superǀisor Ăre iŵportĂnt Ăt ǁork͍
•  CĂn Ǉou think of ĂnǇ situĂtion thĂt ĐĂn oĐĐur if Ǉou do not hĂǀe ĂĐĐurĂte inforŵĂtion regĂrding Ǉour 

ǁork͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  Asking Ƌuestions Ănd seeking ĐlĂriĮĐĂtions on ǁork tĂsks 
•  ZeĐeiǀing inforŵĂtion Ănd instruĐtions froŵ the superǀisor 

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭ22



ϭ2ϯ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  Ensure pĂrtiĐipĂtion bǇ Ăll students
•  Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding Ă ĐorreĐt inpu

^ĂǇ

�o

•  Ask eĂĐh trĂinee to ǁrite doǁn the neĐessĂrǇ Ƌuestions thĂt Ăn Asseŵbler needs to Ăsk the superǀisor 
•  'iǀe theŵ ϭ0Ͳϭϱ ŵinutes to ũot doǁn the points 
•  Ask theŵ to eǆĐhĂnge pĂpers ǁith eĂĐh other ĂŌer theǇ hĂǀe Įnished ǁriting 
•  Ask students to think of possible situĂtions thĂt ĐĂn oĐĐur if the Asseŵbler does not hĂǀe the ĂĐĐurĂte 

inforŵĂtion͕ espeĐiĂllǇ the ones ǁriƩen in the pĂper 
•  Ask students to perforŵ the seĐond pĂrt of the ĂĐtiǀitǇ bĂsed on the inforŵĂtion ǁriƩen on the pĂper 

theǇ hĂǀe reĐeiǀed froŵ their peers 
•  EnĐourĂge Ă disĐussion session Ănd see hoǁ trĂinees hĂǀe grĂsped the ĐonĐept 
•  Wroǀide neĐessĂrǇ guidĂnĐe Ăs reƋuired 

Activity Duration (in mins) Resources Used

:ot doǁn Ănd disĐuss ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ŵĂrker 

AĐtiǀitǇ

•  Ask Ƌuestions froŵ the WĂrtiĐipĂnt DĂnuĂl 
•  Ensure students Ăre being Ăble to Ănsǁer the Ƌuestions 
•  Ask theŵ to seek ĐlĂriĮĐĂtions if neĐessĂrǇ 

Eotes for &ĂĐilitĂtion

ϭ2ϯ



ϭ2ϰ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   �eŵonstrĂte hoǁ to keep ǁork ĂreĂ in Ă tidǇ Ănd orgĂniǌed

dhis is session of the progrĂŵ ǁill teĂĐh us the iŵportĂnĐe of keeping the ǁork ĂreĂ ĐleĂn Ănd reporting 
proĐedure in deǀiĂtions.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϰ.6: <eeping tork AreĂ CleĂn Ănd Zeporting WroĐedure in 
�eǀiĂtions

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thǇ do Ǉou think it is essentiĂl to ĐleĂn Ǉour ǁork ĂreĂ ĂŌer ǁork͍
•   thĂt Đould hĂppen if Ǉou do not͍
•   /f Ǉou Įnd thĂt soŵe prinĐiples Ăre being deǀiĂted froŵ Ăt ǁork͕ ǁhĂt ĂĐtions ǁould Ǉou tĂke͍ 'iǀe 

eǆĂŵples.
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   <eeping ǁork ĂreĂ in Ă tidǇ Ănd orgĂniǌed stĂte
•   /dentifǇing Ănd reporting ĂnǇ possible deǀiĂtions to ĂppropriĂte ĂuthoritǇ
•   Addressing the probleŵs eīeĐtiǀelǇ Ănd reporting if reƋuired to iŵŵediĂte superǀisor ĂppropriĂtelǇ

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ͕  to grĂsp the ĐonĐept beƩer.

^ĂǇ

ϭ2ϰ



ϭ2ϱ

Assembler- Doors/Windows (Glass)

�id Ǉou Įnd this fruiƞul͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

�iǀide the ĐlĂss into feǁ groups ;of 2Ͳϯ ŵeŵbers eĂĐhͿ͕ depending on the bĂtĐh strength. Ask eĂĐh group 
to shĂre hoǁ Asseŵblers should keep the ǁork ĂreĂ in Ă tidǇ Ănd orgĂniǌed stĂte Ănd hoǁ Ănd ǁho should 
deǀiĂtions be reported to.

Activity Duration (in mins) Resources Used

dhink Ănd ^hĂre 60 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting pĂd͕ 
etĐ.

AĐtiǀitǇ

•  Ask Ă student to suŵŵerise the ĐlĂss disĐussion ĂŌerǁĂrds 
•  Ask others if theǇ hĂǀe ĂnǇ Đonfusion 
•  Ensure theǇ understĂnd the iŵportĂnĐe of ĐleĂn Ănd tidǇ ǁork plĂĐe 

�o

•  ^hĂre piĐtures of Ǉour oǁn ǁork ĂreĂ 
•  dell theŵ hoǁ Ǉou keep it ĐleĂn Ănd tidǇ 

Eotes for &ĂĐilitĂtion

ϭ2ϱ



ϭ26

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss hoǁ to seek Ănd obtĂin ĐlĂriĮĐĂtions on poliĐies Ănd proĐedures
•  EǆplĂin hoǁ to Ădhere to ŵe lines Ănd ƋuĂlitǇ stĂndĂrds 
•  /dentifǇ ŵethods to shĂre inforŵĂtion ǁith teĂŵ

dhis is session of the progrĂŵ ǁill help us to understĂnd displĂǇing ĐorreĐt understĂnding of ǁork tĂsk Ănd 
obũeĐtiǀes.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϰ.7: QuĂlitǇ ^tĂndĂrds for Assigned tork dĂsk Ănd 
KbũeĐtiǀe

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  ,oǁ ŵuĐh do Ǉou think ƋuĂlitǇ of ǁork ŵĂƩers for Ăn Asseŵbler͍
•  �o Ǉou think ŵĂintĂining tiŵeline should be ŵĂndĂtorǇ for Asseŵblers͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ^eeking Ănd obtĂining ĐlĂriĮĐĂtions on poliĐies Ănd proĐedures 
•  Adhering to tiŵelines Ănd ƋuĂlitǇ stĂndĂrds 
•  ^hĂring inforŵĂtion ǁith teĂŵ ǁhereǀer Ănd ǁheneǀer reƋuired 

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭ26



ϭ27

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.

^ĂǇ

•  Ask students to sit in Ă ĐirĐle 
•  EnĐourĂge Ă disĐussion session on the ĐonseƋuenĐes of not Ădhering to tiŵelines Ănd ƋuĂlitǇ stĂndĂrds 
•  dell theŵ inĐidents froŵ Ǉour oǁn life Ănd hoǁ tiŵelines Ănd ƋuĂlitǇ stĂndĂrds ĐĂn be ĐruĐiĂl for one s͛ 

future ĐĂreer 
•  'iǀe Ǉour oǁn input Ăs reƋuired 
•  Ensure thĂt eĂĐh trĂinee pĂrtiĐipĂtes in the disĐussion session 
•  AppreĐiĂte students for their perforŵĂnĐe 

Activity Duration (in mins) Resources Used

�isĐussion session ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ŵĂrker 

AĐtiǀitǇ

•  CheĐk Ănd eǀĂluĂte the outĐoŵe of the tĂsk on Đoŵpletion
•  Ensure pĂrtiĐipĂtion bǇ Ăll students

�o

•  ^hĂre hoǁ Ǉou hĂǀe iŵproǀed ƋuĂlitǇ of Ǉour ǁork throughout the ǇeĂrs 
•  dell theŵ ǁhǇ folloǁing tiŵeline is neĐessĂrǇ 

Eotes for &ĂĐilitĂtion

ϭ27



ϭ2ϴ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ Ănd report ĂnǇ possible deǀiĂtions to ĂppropriĂte ĂuthoritǇ 
•  /llustrĂte hoǁ to Ăddress the probleŵs eīeĐtiǀelǇ Ănd report͕ if reƋuired 

dhis session of the progrĂŵ ǁill help us to understĂnd displĂǇing reporting proĐedure in ĐĂse of deǀiĂtions.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϰ.ϴ: Zeporting WroĐedures in CĂse of �eǀiĂtions

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  thĂt do Ǉou think Ǉou should do if one of Ǉour ĐolleĂgue s͛ ǁorks Ăre not up to the ŵĂrk͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  /dentifǇing Ănd reporting possible deǀiĂtions 
•  Addressing probleŵs eīeĐtiǀelǇ Ănd report 

ElĂborĂte

ϭ2ϴ



ϭ2ϵ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.

^ĂǇ

•  'iǀe the ĐlĂss the folloǁing ĐĂse studǇ:
࢘  ^uppose Ǉou hĂǀe found out soŵe deǀiĂtions in ƋuĂlitǇ stĂndĂrds in Ǉour teĂŵ ŵeŵber s͛ ǁork. 

Eoǁ it is Ǉour responsibilitǇ to report it iŵŵediĂtelǇ to the superǀisor so thĂt it ĐĂn be reĐtiĮed Ăs 
soon Ăs possible. 

•  Ask for threeͲfour ǀolunteers froŵ ĐlĂss 
•  Ask theŵ to Đoŵe Ăt the front Ănd tell the ĐlĂss hoǁ theǇ ĐĂn Ăddress this probleŵ if it hĂppens to theŵ 
•  Ask Ălso to suggest ǁhĂt should be done in this situĂtion to sĂtisfǇ the Đlient 
•  Wroǀide ĂppropriĂte guidĂnĐe to students during the ĂĐtiǀitǇ Ăs reƋuired 
•  AppreĐiĂte the ǀolunteers for their ideĂs Ănd perforŵĂnĐe

Activity Duration (in mins) Resources Used

WrĂĐtiĐe session  ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ŵĂrker 

AĐtiǀitǇ

•  'uide students throughout the prĂĐtiĐe session 
•  ^hĂre hoǁ Ǉou tend to Ăddress these issues in Ǉour professionĂl life 

�o

•  Ask eǀerǇone indiǀiduĂllǇ ǁhether theǇ hĂǀe ĂnǇ Ƌuestion 
•  Ansǁer their Ƌueries one bǇ one 

Eotes for &ĂĐilitĂtion

ϭ2ϵ



ϭϯ0

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǀĂluĂte the iŵportĂnĐe Ănd need of supporting ĐoͲǁorkers fĂĐing probleŵ

dhis session of the progrĂŵ ǁill teĂĐh us the iŵportĂnĐe of supporting ĐoͲǁorkers in probleŵs Ănd the 
diīerent tǇpes of people one needs to ĐoŵŵuniĐĂte Ănd ĐoordinĂte ǁith in Ăn orgĂniǌĂtion.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϰ.ϵ: /ŵportĂnĐe Ănd Eeed of ^upporting CoͲǁorkers &ĂĐing 
Wrobleŵs

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   Kn Đoŵing to ǁork͕ Ǉou obserǀe thĂt Ǉour ĐolleĂgue looks depressed Ănd ǀerǇ ǁorried. thĂt ǁould 
Ǉou do͍ tould Ǉou ignore hiŵ ͬ her Ănd go Ăbout ǁith Ǉour oǁn ǁork͍

•   tould Ǉou ĐoŵŵuniĐĂte ǁith Ǉour superǀisor Ănd Ǉour ĐolleĂgue in the sĂŵe tone͍ thǇ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   EǀĂluĂting the iŵportĂnĐe Ănd need of supporting ĐoͲǁorkers fĂĐing probleŵs for sŵooth funĐtioning
•   CoordinĂting Ănd ĐooperĂting ǁith ĐolleĂgues to ĂĐhieǀe ǁork obũeĐtiǀe

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ͕  to grĂsp the ĐonĐept beƩer.

^ĂǇ

ϭϯ0



ϭϯϭ

Assembler- Doors/Windows (Glass)

�id Ǉou Įnd this fruiƞul͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

^eleĐt feǁ ǀolunteers froŵ the ĐlĂss. Ask theŵ to perforŵ Ă Zole WlĂǇ͕  enĂĐting Ă situĂtion͕ ǁhere Ăn 
Asseŵbler is stuĐk up in Ă probleŵ ǁith his proũeĐt Ănd Ănother ĐolleĂgue rushes to resĐue hiŵ ͬ her. 
dhe superǀisor ĂppreĐiĂtes the person ǁho helps Ănd supports the ĐolleĂgue. dhe Asseŵbler thĂnks the 
superǀisor for the ĂppreĐiĂtion Ănd eǆplĂins ǁhǇ it ǁĂs iŵportĂnt to help the ĐolleĂgue out.

dhe reŵĂining students shĂll ǁĂtĐh ĐĂrefullǇ Ănd note iŵportĂnt obserǀĂtions in their notebooks

Activity Duration (in mins) Resources Used

Zole WlĂǇ ϯ0 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting pĂd͕ 
etĐ.

AĐtiǀitǇ

•  dĂke pĂrt in the role plĂǇ ĂĐtiǀelǇ 
•  Ensure thĂt eǀerǇ student is interested in the ĂĐtiǀitǇ 

�o

•  ^hĂre Ǉour oǁn eǆperienĐe in the ĐlĂss 
•  ^hĂre hoǁ Ǉour seniors hĂǀe helped Ǉou ǁhile ǁorking 

Eotes for &ĂĐilitĂtion

ϭϯϭ



ϭϯ2

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  ApplǇ instruĐtions ĐleĂrlǇ froŵ superiors Ănd respond eīeĐtiǀelǇ 
•  �isĐuss hoǁ to ǁork together ǁith ĐoͲǁorkers in Ă sǇnĐhroniǌed ŵĂnner
•  �eŵonstrĂte hoǁ to ĐoŵŵuniĐĂte ǁith others ĐleĂrlǇ 

dhis session of the progrĂŵ ǁill help us to understĂnd the kinds of people for ĐoŵŵuniĐĂtion Ăt ǁork.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker͕  ĐhĂir͕  tĂble͕ benĐh

Unit ϰ.ϭ0: dǇpes of Weople thĂt one is reƋuired to CoŵŵuniĐĂte 

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou hĂǀe ĂnǇ eǆperienĐe of ǁorking in Ă teĂŵ͍
•  /f Ǉou hĂǀe ĂnǇ suĐh eǆperienĐe͕ ĐĂn Ǉou shĂre it ǁith the ĐlĂss͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ZeĐeiǀing instruĐtions froŵ superiors Ănd respond 
•  torking together ǁith ĐoͲǁorkers 
•  CoŵŵuniĐĂting ǁith others ĐleĂrlǇ

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭϯ2



ϭϯϯ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.

^ĂǇ

•  AnnounĐe in ĐlĂss thĂt it ǁill be Ă group ĂĐtiǀitǇ 
•  �iǀide the students in three or four groups 
•  �eŵonstrĂte the rules of the gĂŵe in ĐlĂss 
•  EǆplĂin thĂt one froŵ eĂĐh group ǁill be blindfolded Ănd thĂt person needs to reĂĐh froŵ one point to 

Ănother through the obstĂĐle Đourse on the bĂsis of other teĂŵ ŵeŵbers͛ instruĐtions 
•  Ask students to help Ǉou to ŵĂke the obstĂĐle Đourse in ĐlĂss ǁith ĐhĂir͕  benĐh͕ tĂble etĐ.
•  ConduĐt the gĂŵe ǁithout ĂnǇ biĂs  

Activity Duration (in mins) Resources Used

deĂŵ building gĂŵe 1 WĂrtiĐipĂnt ,Ăndbook͕ triting WĂd͕ Wen͕ 
DĂrker͕  ĐhĂir͕  tĂble͕ benĐh 

AĐtiǀitǇ

•  dell the ĐlĂss hoǁ the ĂĐtiǀitǇ ǁill help theŵ to build teĂŵ 
•  Ensure theǇ understĂnd the iŵportĂnĐe of ĐoŵŵuniĐĂting ǁith ĐolleĂgues 

�o

•  'uide students throughout the ĂĐtiǀitǇ 
•  AppreĐiĂte eǀerǇone for their perforŵĂnĐe 

Eotes for &ĂĐilitĂtion

ϭϯϯ



ϭϯϰ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   /dentifǇ Ănd ĂnĂlǇse the ǀĂrious Đoŵponents of the ĐoŵŵuniĐĂtion ĐǇĐle

dhis session of the progrĂŵ ǁill teĂĐh us the eleŵents of the CoŵŵuniĐĂtion CǇĐle͕ AĐtiǀe >istening͕ 
disĐiplined behĂǀiour Ănd ethiĐs for professionĂl suĐĐess.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϰ.ϭϭ: sĂrious Coŵponents of CoŵŵuniĐĂtion CǇĐle

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thǇ do Ǉou think ͞AĐtiǀe >istening ^kills͟ Ăre essentiĂl in Ă ǁorkshop͍
•   thǇ do Ǉou think disĐipline Ănd ethiĐs Ăre iŵportĂnt to ĂĐhieǀe professionĂl suĐĐess͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   �eĮnition of CoŵŵuniĐĂtion CǇĐle
•   sĂrious Đoŵponents of the CoŵŵuniĐĂtion CǇĐle

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ͕  to grĂsp the ĐonĐept beƩer.

^ĂǇ

ϭϯϰ



ϭϯϱ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ the ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell. >et us noǁ pĂrtiĐipĂte in 
Ănother ĂĐtiǀitǇ to understĂnd the iŵportĂnĐe of disĐipline Ănd ethiĐs in professionĂl suĐĐess.

^ĂǇ

Ask the students to plĂǇ Ă gĂŵe͕ ǁhere theǇ sit in Ă ĐirĐle ͬ seŵiͲĐirĐle Ănd stĂrt telling Ă storǇ͕  not 
indiǀiduĂllǇ͕  but in Ă teĂŵ. dhe Įrst person speĂks the Įrst sentenĐe in the storǇ͕  the seĐond one speĂks the 
neǆt one Ănd the proĐess Đontinues till the storǇ is oǀer. dhe storǇ ŵust be Ă Đoŵŵon one Ănd ǁellͲknoǁn 
to Ăll in the ĐlĂss.

Activity Duration (in mins) Resources Used

dell Ă dĂle ϯ0 ;ŵĂǆiŵuŵͿ Wen͕ notebook͕ ǁriting pĂd͕ etĐ.

�iǀide the ĐlĂss into feǁ groups ;of 2Ͳϯ ŵeŵbers eĂĐhͿ͕ depending on the bĂtĐh strength. Ask eĂĐh group 
to shĂre hoǁ the ǀĂrious Đoŵponents of disĐiplined behĂǀious Ănd ethiĐs help in professionĂl suĐĐess.

Activity Duration (in mins) Resources Used

dhink Ănd ^hĂre 60 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting pĂd͕ 
etĐ.

AĐtiǀitǇ

AĐtiǀitǇ

�id Ǉou Įnd this fruiƞul͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

•  EǆplĂin the iŵportĂnĐe of ĐoŵŵuniĐĂtion ĐǇĐle 
•  ^hĂre hoǁ iŵproǀing ĐoŵŵuniĐĂtion ĐǇĐle ĐĂn iŵproǀe oǀerĂll ǁorking eǆperienĐe 

�o

•   Ask the pĂrtiĐipĂnts if theǇ hĂǀe ĂnǇ Ƌuestions.
•   EnĐourĂge other pĂrtiĐipĂnts to Ănsǁer it Ănd enĐourĂge peer leĂrning in the ĐlĂss.
•   Ansǁer Ăll the doubts in ĐĂse ĂnǇ to the pĂrtiĐipĂnts

Eotes for &ĂĐilitĂtion

ϭϯϱ



ϭϯ6

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �eŵonstrĂte hoǁ to displĂǇ ĂĐtiǀe listening skills Ăt ǁork

dhis session of the progrĂŵ ǁill help us to understĂnd the iŵportĂnĐe of ĂĐtiǀe listening.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϰ.ϭ2: /ŵportĂnĐe of AĐtiǀe >istening

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think one should stĂrt ǁorking ǁithout listening to the superǀisor͍
•  �o Ǉou think it is neĐessĂrǇ to listen to Ǉour superǀisor͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  �isplĂǇ ĂĐtiǀe listening skills ǁhile interĂĐting

ElĂborĂte

ϭϯ6



ϭϯ7

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.
^ĂǇ

•  Ask students to sit in Ă ĐirĐle Ănd Ǉou ũoin theŵ Ăs ǁell 
•  dell Ă funnǇ phrĂse to the trĂinee siƫng on Ǉour leŌ Ănd Ăsk hiŵͬher to pĂss the phrĂse bǇ ǁhisͲpering 

it to the neǆt one 
•  Ask theŵ not to repeĂt the phrĂse 
•  Ask trĂinees to Đontinue the proĐess until it ĂgĂin reĂĐhes Ǉou 
•  Ask the lĂst person to sĂǇ it loudlǇ Ănd see hoǁ it hĂs ĐhĂnged ǁhile pĂssing 
•  ZepeĂt this proĐess tǁoͬthree tiŵes Ănd see hoǁ funnǇ the phrĂse ĐĂn turn into

Activity Duration (in mins) Resources Used

thispering gĂŵe ϭϱ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen

AĐtiǀitǇ

•  dĂke pĂrt in the ĂĐtiǀitǇ 
•  �uild Ă ĐollĂborĂtiǀe enǀironŵent in ĐlĂss 
•  /nĐlude fun eleŵents in the ĂĐtiǀitǇ 

�o

•  Ensure students Ăre Ălso listening to Ǉou ĂĐtiǀelǇ 
•  dell theŵ ǁhǇ is it iŵportĂnt to listen to Ǉour superiors Ănd peers ĂĐtiǀelǇ 

Eotes for &ĂĐilitĂtion

ϭϯ7



ϭϯϴ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  ApprĂise the iŵportĂnĐe of disĐipline Ănd ethiĐs in professionĂl suĐĐess

dhis is the tǁentieth session of the progrĂŵ thĂt ǁill help us to understĂnd the iŵportĂnĐe of disĐipline 
Ănd ethiĐs.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϰ.ϭϯ: /ŵportĂnĐe of �isĐipline Ănd EthiĐs

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think ethiĐs is iŵportĂnt in dĂilǇ life͍ 
•  �o Ǉou think of Ǉourself Ăs disĐiplined͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ApprĂise the iŵportĂnĐe of disĐipline Ănd ethiĐs in professionĂl suĐĐess

ElĂborĂte

ϭϯϴ



ϭϯϵ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ reĂllǇ ǁell.
^ĂǇ

•  'iǀe the folloǁing ĐĂse studǇ in ĐlĂss
࢘  ^uppose Ǉou Ăre ǁorking Ăs Ăn Asseŵbler. Kne dĂǇ͕  Ǉou hĂǀe found out thĂt Ǉour superǀisor is 

steĂling ŵoneǇ froŵ the oǁner of Ǉour orgĂnisĂtion. /nitiĂllǇ Ǉou did not ǁĂnt to belieǀe it but lĂtͲ
er Ǉou hĂǀe found out soŵe disĐrepĂnĐies in the logbook. thĂt should Ǉou do in this situĂtion͍ 
^hould be ethiĐĂl toǁĂrds Ǉour ĐoŵpĂnǇ or fĂǀour Ǉour superǀisor͍ 

•  Ask for ǀolunteers in ĐlĂss 
•  Ask the ǀolunteers to Đoŵe in front of ĐlĂss Ănd Ănsǁer the Ƌuestions
•  EnĐourĂge Ă disĐussion session tĂking the Đues froŵ Ǉour trĂinees͛ Ănsǁers

Activity Duration (in mins) Resources Used

CĂse studǇ ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker 

AĐtiǀitǇ

•  EǆplĂin the iŵportĂnĐe of professionĂl ethiĐs 
•  �isĐuss hoǁ ethiĐĂl prĂĐtiĐe ĐĂn be beneĮĐiĂl 
•  �isĐuss the iŵportĂnĐe of disĐipline 

Eotes for &ĂĐilitĂtion

ϭϯϵ



ϭϰ0

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isplĂǇ Đourteous behĂǀiour͕  respeĐt Ănd politeness Ăt ǁork
•  WrĂĐtise hoǁ to respond politelǇ to Đustoŵer Ănd teĂŵ Ƌueries
•  ZeĐognise the dress Đode Ăt ǁork plĂĐe

dhis is session of the progrĂŵ thĂt ǁill help us to understĂnd the iŵportĂnĐe of disĐipline Ănd ethiĐs.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϰ.ϭϰ: �isĐiplined �ehĂǀiour for Ă torking WrofessionĂl

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think disĐipline is iŵportĂnt in professionĂl life͍ 
•  �o Ǉou think of Ǉourself Ăs disĐiplined͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  �isplĂǇ Đourteous behĂǀiour Ăt Ăll tiŵes 
•  �eŵonstrĂte responsible Ănd disĐiplined behĂǀiour 
•  ^hoǁ respeĐt to others Ănd their ǁork 
•  Zespond politelǇ to Đustoŵer Ƌueries 
•  &olloǁ dress Đode Ăt ǁork plĂĐe 

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭϰ0



ϭϰϭ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ of ǁorkplĂĐe disĐipline reĂllǇ ǁell.
^ĂǇ

•  'iǀe the folloǁing ĐĂse studǇ in ĐlĂss
࢘  ^uppose Ǉou Ăre ǁorking Ăs Ăn Asseŵbler in Ă senior position Ănd there Ăre four ŵore Ăsseŵblers 

ǁorking under Ǉour superǀision. then Ǉou hĂǀe reǀieǁed their perforŵĂnĐe͕ tǁo of theŵ Ăre 
ĐontinuouslǇ lĂte for ǁork Ănd do not tĂlk politelǇ to Đustoŵers. Kne of theŵ is Ălso ignorĂnt toͲ
ǁĂrds shoǁing respeĐt to other ĐoͲǁorkers. thĂt Ăre the suggestions thĂt Ǉou ǁill giǀe eĂĐh one 
of theŵ͍ 

•  Ask for ǀolunteers in ĐlĂss 
•  Ask the ǀolunteers to Đoŵe in front of ĐlĂss Ănd Ănsǁer the Ƌuestions
•  EnĐourĂge Ă disĐussion session tĂking the Đues froŵ Ǉour trĂinees͛ Ănsǁers 

Activity Duration (in mins) Resources Used

WrĂĐtiĐe session bĂsed on 
ĐĂse studǇ ϰϱ WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 

ǁhiteboĂrd͕ ŵĂrker 

AĐtiǀitǇ

•  EǆplĂin the iŵportĂnĐe of ǁorkplĂĐe disĐipline 
•  �isĐuss the reĂsons for folloǁing ǁrkplĂĐe diĐipline 

�o

•  ^hĂre Ǉour oǁn eǆperienĐe in ĐlĂss 
•  Ask students if ĂnǇone ǁĂnts to shĂre ĂnǇthing 
•  EnĐourĂge Ă disĐussion session ǁith the inputs 

Eotes for &ĂĐilitĂtion

ϭϰϭ



ϭϰ2

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   EǆplĂin the ŵeĂning of 'rieǀĂnĐe
•   EǆplĂin the iŵportĂnĐe of folloǁing the esĐĂlĂtion ŵĂtriǆ in ĐĂse of ĂnǇ grieǀĂnĐe

dhis session of the progrĂŵ ǁill teĂĐh us the iŵportĂnĐe of Ăddressing grieǀĂnĐes.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϰ.ϭϱ: Addressing 'rieǀĂnĐes AppropriĂtelǇ

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thǇ do Ǉou think ͞AĐtiǀe >istening ^kills͟ Ăre essentiĂl in Ă ǁorkshop͍
•   thĂt ƋuĂlities help Ăn Asseŵbler in understĂnding superǀisor s͛ instruĐtions ĐleĂrlǇ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   �eĮnition of CoŵŵuniĐĂtion CǇĐle
•   sĂrious Đoŵponents of the CoŵŵuniĐĂtion CǇĐle
•   �isplĂǇing ĂĐtiǀe listening skills ǁhile interĂĐting ǁith others Ăt ǁork
•   /ŵportĂnĐe of disĐipline Ănd ethiĐs for professionĂl suĐĐess
•   �isplĂǇing Đourteous behĂǀiour Ăt Ăll tiŵes
•   �eŵonstrĂting responsible Ănd disĐiplined behĂǀiours Ăt the ǁorkplĂĐe
•   ̂ hoǁing respeĐt to others Ănd their ǁork
•   Zesponding politelǇ to Đustoŵer Ƌueries Ănd other teĂŵ ŵeŵbers
•   &olloǁing dress Đode Ăt ǁork plĂĐe

ElĂborĂte

ϭϰ2



ϭϰϯ

Assembler- Doors/Windows (Glass)

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ͕  to grĂsp the ĐonĐept beƩer.

�id Ǉou Įnd this fruiƞul͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

^ĂǇ

^eleĐt feǁ ǀolunteers froŵ the ĐlĂss. Ask theŵ to perforŵ Ă Zole WlĂǇ͕  enĂĐting Ă situĂtion͕ ǁhere Ăn 
Asseŵbler hĂs entered Ă ĐonŇiĐt ǁith Ănother ĐolleĂgue Ănd is dissĂtisĮed ǁith hoǁ the superǀisor hĂs 
resolǀed the situĂtion͕ ĂgĂinst his fĂǀour. dhe Asseŵbler is grieǀed Ănd beĂrs grudge ĂgĂinst the ĐolleĂgue 
Ănd the superǀisor. dhe superǀisor understĂnds the situĂtion Ănd Ăsks the Asseŵbler to ŵeet hiŵ to 
Ăddress his grieǀĂnĐes.

dhe reŵĂining students shĂll ǁĂtĐh ĐĂrefullǇ Ănd note iŵportĂnt obserǀĂtions in their notebooks.

Activity Duration (in mins) Resources Used

Zole WlĂǇ ϯ0 ;ŵĂǆiŵuŵͿ WĂrtiĐipĂnt hĂndbook͕ pen͕ sŵĂll ǁriting pĂd͕ 
etĐ.

AĐtiǀitǇ

•  'uide students throughout the role plĂǇ ĂĐtiǀitǇ 
•  ^hĂre Ǉour oǁn thoughts Ănd ideĂs 
•  Ensure thĂt the ĐlĂssrooŵ ĂŵbiĂnĐe is positiǀe Ănd ĐonstruĐtiǀe .

�o

•  EǆplĂin hoǁ esĐĂlĂtion ŵĂtriǆ ĐĂn be helpful for Asseŵblers 
•  Ask if ĂnǇone ǁĂnts to shĂre their oǁn input 
•  sĂlue eǀerǇone s͛ Đontribution 

Eotes for &ĂĐilitĂtion

ϭϰϯ



ϭϰϰ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �isĐuss hoǁ to ŵĂnĂge interpersonĂl ĐonŇiĐt

dhis is session of the progrĂŵ thĂt ǁill help us to understĂnd the iŵportĂnĐe of disĐipline Ănd ethiĐs.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŵĂrker

Unit ϰ.ϭ6: DĂnĂging /nterpersonĂl ConŇiĐt EīeĐtiǀelǇ

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•  �o Ǉou think ĐonŇiĐt is Ƌuite Đoŵŵon ǁithin Ă professionĂl ǁorkplĂĐe͍ 
•  �o Ǉou think Ǉou ǁill reĂĐt ethiĐĂllǇ during suĐh ĐonŇiĐt situĂtion͍ 
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the ĂnͲsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•  ,oǁ to ŵĂnĂge interpersonĂl ĐonŇiĐt

ElĂborĂte

ϭϰϰ



ϭϰϱ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the ideĂ of ŵĂnĂging ĐonŇiĐt reĂllǇ ǁell.
^ĂǇ

•  'iǀe the folloǁing ĐĂse studǇ in ĐlĂss
࢘  ^uppose Ǉou Ăre ǁorking Ăs Ăn Asseŵbler. You Ăre noǁ hĂǀing probleŵs ǁith one of Ǉour ĐoͲ

ǁorker regĂrding Ăn onͲgoing proũeĐt. /t is Ƌuite diĸĐult for both of Ǉou to Ăgree on Ă single thing. 
,oǁ ǁill Ǉou ŵĂnĂge this ĐonŇiĐt situĂtion͍  

•  Ask for ǀolunteers in ĐlĂss 
•  Ask the ǀolunteers to Đoŵe in front of ĐlĂss Ănd Ănsǁer the Ƌuestions
•  EnĐourĂge Ă disĐussion session tĂking the Đues froŵ Ǉour trĂinees͛ Ănsǁers 

Activity Duration (in mins) Resources Used

CĂse studǇ ϯ0 WĂrtiĐipĂnt hĂndbook͕ ǁriting pĂd͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker 

AĐtiǀitǇ

•  Ask students if theǇ hĂǀe fĂĐed ĂnǇ ĐonŇiĐt situĂtion lĂtelǇ 
•  Ask theŵ to shĂre their eǆperienĐe͕ if ĂnǇ 
•  dell theŵ hoǁ theǇ ĐĂn iŵproǀe the situĂtion ǁith eīeĐtiǀe ĐonŇiĐt ŵĂnĂgeŵent 

�o

•  EnĐourĂge students to Ăsk Ƌuestions in ĐlĂss
•  Ensure Ǉou ǀĂlue eǀerǇone s͛ input in ĐlĂss 

Eotes for &ĂĐilitĂtion

ϭϰϱ



ϭϰ6

Facilitator Guide

ϭϰ6



ϭϰ7

Assembler- Doors/Windows (Glass)

ϱ. Assist >eĂd  deĐhniĐiĂn  in tork 
WroĐess Ͳtoodenͬ Aluŵiniuŵ 
ʹ �oors Ănd tindoǁs
Unit ϱ.ϭ Ͳ sĂrious dǇpes of tindoǁsͬ�oors Ănd deĐhniƋues used in /nstĂllĂtion
Unit ϱ.2 Ͳ Asseŵbling Ănd �isŵĂntling WroĐedure
Unit ϱ.ϯ Ͳ dǇpes of �efeĐts Ănd droubleshooting Coŵŵon Errors
Unit ϱ.ϰ Ͳ ^tĂndĂrd KperĂting WroĐedures ;for tooden ͬ Aluŵiniuŵ �oors ͬ tindoǁsͿ

FFS/N6102



ϭϰϴ

Facilitator Guide

<eǇ >eĂrning KutĐoŵes

AŌer ĂƩending the session͕ trĂinees ǁill be Ăble to:

ϭ.  /dentifǇ the ǀĂrious tǇpes of doorsͬǁindoǁs Ănd instĂllĂtion teĐhniƋues
2.  �eŵonstrĂte the Ăsseŵbling Ănd disŵĂntling of Đoŵponents for diīerent produĐts
ϯ. /dentifǇ the defeĐts Ănd troubleshooting errors
ϰ.  ZeĐognise Ălignŵent͕ strength of ŵĂteriĂl Ănd proper seƫng of doorsͬǁindoǁs
ϱ.  ZeĐognise the stĂndĂrd operĂting proĐedures for ǁooden ͬ Ăluŵiniuŵ doors Ănd ǁindoǁs

ϭϰϴ



ϭϰϵ

Assembler- Doors/Windows (Glass)

At the end of this unit͕ trĂinees ǁill be Ăble to:

•   CĂtegoriǌe ǀĂrious tǇpes of doors Ănd ǁindoǁs
•   �eŵonstrĂte instĂllĂtion teĐhniƋues for doors Ănd ǁindoǁs

dhis is session of the progrĂŵ ǁill teĂĐh us Ăbout the ǀĂrious tǇpes of ǁindoǁs ͬ doors Ănd the teĐhniƋues 
used in instĂlling theŵ.

WĂrtiĐipĂnt hĂndbook͕ blueprint͕ sketĐhes͕ ŵĂrking tools͕ ŵeĂsuring tools͕ Đuƫng tools͕ testing tools Ănd 
polishing tools

Unit ϱ.ϭ: sĂrious dǇpes of tindoǁsͬ�oors Ănd deĐhniƋues used 
in /nstĂllĂtion

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,oǁ ŵĂnǇ tǇpes of doors Ănd ǁindoǁs ĐĂn Ǉou nĂŵe͍
•   ,oǁ ǁill Ǉou distinguish betǁeen theŵ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers Ănd 
stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   sĂrious tǇpes of doors Ănd their feĂtures
•   /nstĂlling Ă bĂsiĐ door
•   sĂrious tǇpes of ǁindoǁs Ănd their feĂtures
•   /nstĂlling Ă bĂsiĐ ǁindoǁ

ElĂborĂte

/n order to get Ă ĐleĂrer understĂnding on the topiĐ͕ let us pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ.

^ĂǇ

ϭϰϵ



ϭϱ0

Facilitator Guide

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

^ĂǇ

dĂke the students to the lĂborĂtorǇ. �iǀide the students into Įǀe groups. Ask the groups to ǁork on the 
folloǁing:

Door

Group - 1: dĂking ĂppropriĂte ŵeĂsureŵents for the instĂllĂtion of Ă bĂsiĐ door 

Group - 2: DĂrking ĂĐĐurĂtelǇ for the instĂllĂtion of Ă bĂsiĐ door

Group - 3: /nstĂlling Ă bĂsiĐ door

Group - 4: Wolishing Ănd Įnishing the door thus instĂlled 

Group - 5: CheĐking for ĂppĂrent defeĐts Ănd disĐrepĂnĐies

Window

Group - 1: dĂking ĂppropriĂte ŵeĂsureŵents for the instĂllĂtion of Ă bĂsiĐ ǁindoǁ 

Group - 2: DĂrking ĂĐĐurĂtelǇ for the instĂllĂtion of Ă bĂsiĐ ǁindoǁ

Group - 3: /nstĂlling Ă bĂsiĐ ǁindoǁ

Group - 4: Wolishing Ănd Įnishing the ǁindoǁ thus instĂlled 

Group - 5: CheĐking for ĂppĂrent defeĐts Ănd disĐrepĂnĐies

Activity Duration (in mins) Resources Used

>ĂborĂtorǇ sisit 720 ;ŵĂǆiŵuŵ͖ 
eǆtended oǀer ϯ dĂǇsͿ

WĂrtiĐipĂnt  hĂndbook͕ blueprint͕ sketĐhes͕ 
ŵĂrking tools͕ ŵeĂsuring tools͕ Đuƫng tools͕ 
testing tools Ănd polishing tools

AĐtiǀitǇ

•   Ensure pĂrtiĐipĂtion bǇ Ăll students.
•   Kbserǀe the seƋuenĐe of steps Ănd proǀide suggestions͕ Ăs eĂĐh group ǁorks on the tĂsk. 
•  ^top Ă student ͬ group if Ǉou obserǀe Ă ǁrong step Ănd reĐtifǇ bǇ proǀiding ĐorreĐt input. 
•  :ot doǁn iŵportĂnt obserǀĂtions Ănd points ǁhile the students ǁork on the tĂsk.
•  ^hĂre Ǉour inputs ǁith the groups 
•   �eŵonstrĂte the entire proĐess͕ if reƋuired.

�o

ϭϱ0



ϭϱϭ

Assembler- Doors/Windows (Glass)

•  EnĐourĂge peerͲleĂrning in ĐlĂss 
•  Ask students to help eĂĐh other 
•  EǆplĂin hoǁ it ĐĂn iŵproǀe their teĂŵ building skills Ăs ǁell .

Eotes for &ĂĐilitĂtion

ϭϱϭ



ϭϱ2

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  �eŵonstrĂte the Ăsseŵbling Ănd disŵĂntling proĐedures of Đoŵponents for diīerent produĐts

dhis session of the progrĂŵ ǁill teĂĐh us Ăbout the ǀĂrious Ăsseŵbling Ănd disŵĂntling proĐedure of 
Đoŵponents for diīerent produĐts.

WĂrtiĐipĂnt hĂndbook͕ sƋuĂre glĂss͕ ŵĂrking tools͕ ŵeĂsuring tools͕ Đuƫng tools͕ buƩ hinge͕ strĂight 
sliding bolt͕ fĂstening tools

Unit ϱ.2: Asseŵbling Ănd �isŵĂntling WroĐedure

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ͕  to grĂsp the ĐonĐept beƩer.

^ĂǇ

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   ,oǁ ŵĂnǇ Đoŵponents of doors Ănd ǁindoǁs ĐĂn Ǉou nĂŵe͍
•  CĂn Ǉou nĂŵe soŵe of the tools thĂt Ǉou need to Ăsseŵble Ă ǁindoǁ͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrdͬŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   Asseŵbling Ănd disŵĂntling proĐedure of Đoŵponents for diīerent produĐts
•   dools reƋuired in the proĐesses

ElĂborĂte

ϭϱ2



ϭϱϯ

Assembler- Doors/Windows (Glass)

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood these operĂtions reĂllǇ ǁell.

^ĂǇ

Kn reĂĐhing the lĂborĂtorǇ͕  diǀide the students into ϰ groups. Ask the students to instĂll Ă &lĂp ,inge͕ 
Dortise >oĐk Ănd A> �rop on Ă door. Wroǀide the reƋuisite kits Ănd tools for ŵeĂsuring͕ ŵĂrking͕ plĂĐeŵent 
Ănd fĂstening. dhe tĂsk ŵust be diǀided in the folloǁing ŵĂnner:

•   DeĂsuring operĂtions: 'roup ϭ 
•  DĂrking operĂtions: 'roup 2 
•  WlĂĐeŵent operĂtions: 'roup ϯ 
•  &Ăstening operĂtions: 'roup ϰ

Activity Duration (in mins) Resources Used

>ĂborĂtorǇ sisit 2ϰ0 ;ŵĂǆiŵuŵ͖ 
eǆtended oǀer 2 dĂǇsͿ

WĂrtiĐipĂnt hĂndbook͕ sƋuĂre glĂss͕ ŵĂrking 
tools͕ ŵeĂsuring tools͕ Đuƫng tools͕ buƩ 
hinge͕ strĂight sliding bolt͕ fĂstening tools

AĐtiǀitǇ

•  EǆplĂin the iŵportĂnĐe of these proĐedures 
•  EnĐourĂge students to Ăsk Ƌuestions 
•  �eŵonstrĂte the proĐedures ĂgĂin͕ if reƋuired 

Eotes for &ĂĐilitĂtion

•  EǀĂluĂte the perforŵĂnĐe ŵinutelǇ 
•  DĂke sure eǀerǇ student is pĂrtiĐipĂting in the ĂĐtiǀitǇ 
•  Ensure students understĂnd the funĐtions Ănd usĂge of the tools properlǇ 

�o

ϭϱϯ



ϭϱϰ

Facilitator Guide

At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ ǀĂrious tǇpes of defeĐts Ănd errors in Ăsseŵbling ǁooden ͬ Ăluŵiniuŵ doors Ănd ǁindoǁs

dhis session of the progrĂŵ ǁill giǀe us Ă brief introduĐtion to the ǀĂrious tǇpes of defeĐts Ănd errors in 
Ăsseŵbling Ănd instĂlling doors Ănd ǁindoǁs͕ Ăs ǁell Ăs their ĐĂuses͕ reŵedies Ănd troubleshooting.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϱ.ϯ: dǇpes of �efeĐts Ănd droubleshooting Coŵŵon Errors

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thĂt kind of defeĐts ĐĂn Ǉou Įnd in Ăluŵiniuŵ doors Ănd ǁindoǁs͍
•   ,Ăǀe Ǉou eǀer seen ͞ǁĂrping͟ in doors ͬ ǁindoǁs͍
•   thǇ do ŵetĂls eǆpĂnd in heĂt͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   sĂrious tǇpes of defeĐts Ănd troubleshooting Đoŵŵon errors
•   Dethods to identifǇ suĐh �efeĐts Ănd Errors
•  tĂǇs of repĂiring the defeĐts

ElĂborĂte

>et us noǁ pĂrtiĐipĂte in Ăn ĂĐtiǀitǇ to understĂnd the ĐonĐept beƩer.

^ĂǇ

ϭϱϰ
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•  �iǀide the entire ĐlĂss in three groups 
•  DĂke sŵĂll Đhits ĐontĂining the nĂŵes of defeĐts thĂt one ĐĂn Įnd in doors or ǁindoǁs 
•  Ask eĂĐh group to reĂd out their Đhosen errors
•  Wroǀide those defeĐtiǀe sĂŵples to eĂĐh group ;trĂpping in ǁooden door͕  dherŵĂl eǆpĂnsion in 

Aluŵiniuŵ ǁindoǁ Ănd Corrosion in Aluŵiniuŵ doorͿ
•  Ask eĂĐh group to repĂir the giǀen sĂŵples ǁithin the giǀen tiŵefrĂŵe 
•  'uide theŵ throughout the proĐess 
•  CheĐk hoǁ trĂinees ǁork ĂŌer theǇ hĂǀe Įnished Ănd deŵonstrĂte steps ĂgĂin Ăs neĐessĂrǇ

Activity Duration (in mins) Resources Used

ZepĂir the �efeĐts ϭ0
WĂrtiĐipĂnt hĂndbook͕ sƋuĂre glĂss͕ ŵĂrking 
tools͕ ŵeĂsuring tools͕ Đuƫng tools͕ buƩ 
hinge͕ strĂight sliding bolt͕ fĂstening tools

AĐtiǀitǇ

�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe understood the operĂtions Ƌuite ǁell.

^ĂǇ

•  Ask students to studǇ the ĐhĂpter for soŵe tiŵe 
•  Ask Ƌuestions to ĐheĐk their understĂnding 
•  Ensure Ǉou Ăre guiding theŵ throughout .

�o

ϭϱϱ
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At the end of this unit͕ trĂinees ǁill be Ăble to:

•  /dentifǇ the ^tĂndĂrd KperĂting WroĐedures for instĂllĂtion ĐǇĐle

dhis session of the progrĂŵ ǁill help us in leĂrning Ăbout the stĂndĂrd operĂting proĐedures Ănd 
doĐuŵentĂtion essentiĂl for Asseŵblers regĂrding ǁooden Ănd Ăluŵiniuŵ doors Ănd ǁindoǁs.

WĂrtiĐipĂnt hĂndbook͕ pen͕ ǁriting pĂd͕ ǁhiteboĂrd͕ ŇipĐhĂrt͕ ŵĂrkers͕ lĂptop͕ oǀerheĂd proũeĐtor͕  lĂser 
pointer͕  eƋuipŵent Ănd tools ;Ăs reĐoŵŵended for the ũob roleͿ

Unit ϱ.ϰ: ^tĂndĂrd KperĂting WroĐedures ;for tooden ͬ 
Aluŵiniuŵ �oors ͬ tindoǁsͿ

Unit KbũeĐtiǀes

Eotes

ZesourĐes to be Used

Ask the pĂrtiĐipĂnts the folloǁing Ƌuestions:

•   thǇ Ăre ^tĂndĂrd KperĂting WroĐedures reƋuired for ǁooden Ănd Ăluŵiniuŵ doors Ănd ǁindoǁs͍
trite doǁn the pĂrtiĐipĂnts͛ Ănsǁers on ǁhiteboĂrd ͬ ŇipĐhĂrt. dĂke ĂppropriĂte Đues froŵ the Ănsǁers 
Ănd stĂrt teĂĐhing the lesson.

Ask

/n this session͕ ǁe ǁill disĐuss the folloǁing points:

•   WreͲinstĂllĂtion ĐĂre ^KWs
•   /nstĂllĂtion ^KWs
•   WostͲinstĂllĂtion ĐĂre Θ ŵĂintenĂnĐe ^KWs

ElĂborĂte

ϭϱ6
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�id Ǉou enũoǇ this ĂĐtiǀitǇ͍ / Ăŵ sure thĂt Ăll of Ǉou hĂǀe grĂsped the ĐonĐept ǁell.

^ĂǇ

•  Ask students to Ănsǁer the Ƌuestions in the pĂrtiĐipĂnt hĂndbook 
•  CorreĐt theŵ if theǇ Ăre ǁrong 
•  EnĐourĂge students to Ăsk Ƌuestions in ĐlĂss 

Eotes for &ĂĐilitĂtion

•   ̂ hĂre Ǉour inputs Ănd insight͕ to enĐourĂge the students Ănd Ădd onto ǁhĂt theǇ tĂlk Ăbout.
•   Ensure thĂt Ăll students pĂrtiĐipĂte in the ĐlĂss.
•   Ask Ă student to suŵŵĂriǌe ǁhĂt ǁĂs disĐussed in the session.

�o

•  AnnounĐe in ĐlĂss thĂt this is going to be Ă group ĂĐtiǀitǇ 
•  Allot eĂĐh group Ă tǇpe of ^KW ;preͲinstĂllĂtion͕ instĂllĂtion Ănd postͲinstĂllĂtionͿ 
•  Ask eĂĐh group to ũot doǁn the knoǁn ^KWs for eĂĐh of their ĂlloƩed tǇpes 
•  Ask for Ă ǀolunteer froŵ eĂĐh group Ănd Ăsk hiŵ to reĂd out their ǁriƩen ^KWs
•  EnĐourĂge Ă disĐussion session ǁhile trĂinees reĂd out their pĂpers 
•  Ask ǁhether theǇ hĂǀe understood the iŵportĂnĐe of Ăbiding bǇ these ^KWs
•  'uide theŵ Ănd disĐuss the ^KWs ĂgĂin if neĐessĂrǇ 
•  AppreĐiĂte the best perforŵing group 

Activity Duration (in mins) Resources Used

WrĂĐtiĐe ^ession 1 WĂrtiĐipĂnt hĂndbook͕ notebook͕ pen͕ 
ǁhiteboĂrd͕ ŵĂrker 

AĐtiǀitǇ

ϭϱ7
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6.  EŵploǇĂbilitǇ Θ 
Entrepreneurship ^kills
Unit 6.ϭ ʹ WersonĂl ^trengths Θ sĂlue ^Ǉsteŵs Unit
Unit 6.2 ʹ �igitĂl >iterĂĐǇ: A ZeĐĂp
Unit 6.ϯ ʹ DoneǇ DĂƩers
Unit 6.ϰ ʹ WrepĂring for EŵploǇŵent Θ ^elf EŵploǇŵent
Unit 6.ϱ ʹ UnderstĂnding Entrepreneurship
Unit 6.6 ʹ WrepĂring to be Ăn Entrepreneur
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This Facilitator's guide includes various activities which will help you as a facilitator to make the sessions 
participative and interactive.    

Ÿ Tell the newly formed groups that their assignment is to share their five favourite movies of all time, their five 
favourite novels or their five least liked films. The topic can be five of anything - most liked or disliked. 

• Must sign the attendance sheet when they arrive for class.

Ÿ Participants feel better as their opinions are heard.

Five of Anything Ice Breaker Steps:

4. Compare the two sheets, commenting on what will and what will not be covered during the training.

Ÿ Participants get to know what they should expect from the training.

4. For the facilitator, the objectives decide a designed path to progress on so that the learning stays aligned and 
on track.

Ÿ Divide the participants into groups of four or five by having them number off. (You do this because people 
generally begin a meeting by sitting with the people they already know best.)

8. Expectations from the participants:

6. You may get back to those sheets once again at the end of the last session of the training.

2. To begin with the end in mind sets the expectations of the participants as what could be the important 
takeaways from the session.

• Be punctual, attentive, and participative

Ice breaker

Ÿ The facilitator gets to know which points to emphasize, which to leave out, and which to add during the 
training.

Ÿ You can begin the module with the following ice breaker:

2. Have one of the participants write their contributions on a flip chart sheet.

Expectation Mapping

Defining Objectives

Ÿ Tell the groups that one person must take notes and be ready to share the highlights of their group discussion 
with the class upon completion of the assignment. 

7. Benefits of doing this activity:

9. Explain the contents that are going to get covered one by one and connect it with the expectation mapping 
done earlier.

3. Write down your own list of covered material in the training on another flip chart sheet.

• Conduct themselves in a positive manner

10. By the end of this exercise, the participants should have a clear understanding of what to expect from the 
session and what are the areas that will not get covered. 

3. It is also a way of making participants take responsibility of their own learning process.

1. During the first session and after ice breaker session, ask the participants to answer the following question: 
"What do I expect to learn from this training?"

1. Defining the objectives in the beginning of the units sets the mood for the unit.

Ÿ This ice breaker helps the group explore shared interests more broadly and sparks lots of discussion about 
why each person likes or dislikes their selected five.

5. Set some ground rules for the training sessions. Ask the participants to put these rules on a flipchart and 
display it in the class.

Introduction: Employability and Entrepreneurship Skills

160



161

Assembler- Doors/Windows (Glass)

7. Invite discussion from the participants.

10. Ask one participant to write all the points on the whiteboard. 

5. Read the objectives slowly, one by one, and ask the participants to explain what they think it means. 

1. You must have thorough knowledge of the material in the Participant Handbook, and be prepared to answer 
questions about it. 

2. You may also wish to read other material to enhance your knowledge of the subject.

4. You must have a very clear understanding of what the participants want to accomplish by the end of the 
workshop and the means to guide the participants.

5. As the facilitator, it is your responsibility to make sure that all logistical arrangements are made for the 
workshop. This may involve doing it yourself or confirming that someone else has made all necessary 
arrangements associated with the workshop. Assume nothing and check everything before the workshop 
begins. 

3. There may be issues raised with which you are not able to deal, either because of lack of time or knowledge. 
You can either state that you will obtain answers and get back to the participants with the information. 
Incase the query can be turned to an assignment to the class, do so. You can work with the the participants 
on the assignement. 

6. At the end of the session, you could again revisit the objectives to find out from the participants about how 
many objectives have been achieved. 

In order to effectively facilitate this workshop:

6. To break the monotony and boredom during sessions, introduce mini breaks in the form of stretching 
exercises, jokes, some group songs or games.

8. Probe the participants further and lead them to come to affirmative conclusions.

9. Let the participants answer. No answer is incorrect.

11. Build the sessions from the answers provided by the class. 

13. Ensure that resources like board, markers, duster etc. is available before your session starts.

1. You are not being asked to be an actor or to entertain. The purpose of the role play is to provide a situation in 
which you can practice certain skills.

5. If you find that you have too little information to answer questions or to describe what has happened in the 
situation, do feel free to add your own thoughts and ideas. Try to keep these within the framework of the 
role you are taking and try to make your improvisations as realistic as possible. 

4. The brief is just the starting point. It simply sets the scene and the tone of session or activity. Try not to keep 
referring to the brief as this will affect the spontaneity of the meeting. Allow the role play to develop as you 
think it might in real life and change your reactions in line with the behaviour and responses of others 
involved.

3. You (and others) may benefit from the change in approach and behaviour. Therefore, try to use the approach 
you feel to be most appropriate for the circumstances described in your brief.

2. When you read the brief, try to imagine yourself in the situation described and behave in a way you feel to be 
natural – but be conscious of the fact that your role may require a different approach from that which you 
might normally use.

12. Prepare for the sessions in advance so that the resources like flipcharts, handouts, blank sheets of paper, 
marker pens,  etc. can be kept ready.

General instructions for role playing: 
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Key Learning Outcomes

At the end of this unit, participants will be able to:

1. Explain the meaning of health

2. List common health issues

4. Explain the meaning of hygiene

5. Discuss the purpose of Swachh Bharat Abhiyan

7. Discuss ways to set up a safe work environment

3. Discuss tips to prevent common health issues

6. Explain the meaning of habit

31. Discuss tips for stress management

25. Describe effective time management techniques

19. Discuss the elements of a strong work ethic

29. Discuss the causes of stress

9. Explain the importance of self- analysis

16. List your strengths and weaknesses

12. List the characteristics of entrepreneurs with achievement motivation

30. Discuss the symptoms of stress

24. List the traits of effective time managers

28. Discuss tips for anger management

8. Discuss critical safety habits to be followed by employees

22. List the characteristics of highly innovative people

13. List the different factors that motivate you

10. Discuss motivation with the help of Maslow's Hierarchy of Needs

20. Discuss how to foster a good work ethic

11. Discuss the meaning of achievement motivation

14. Discuss the role of attitude in self- analysis

17. Discuss the qualities of honest people

18. Describe the importance of honesty in entrepreneurs

23. Discuss the benefits of time management

15. Discuss how to maintain a positive attitude

21. List the characteristics of highly creative people

26. Discuss the importance of anger management

27. Describe anger management strategies

Unit 6.1: Personal Strengths & Value Systems UnitUnit 6.1: Personal Strengths & Value Systems Unit
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Ÿ Discuss tips to prevent common health issues

Ÿ Discuss the purpose of Swachh Bharat Abhiyan

Ÿ Explain the meaning of hygiene

Ÿ Explain the meaning of habit

At the end of this unit, participants will be able to:

Ÿ Explain the meaning of health

Ÿ List common health issues

Unit Objectives

Ÿ Participant Handbook

Say

Resources to be Used

Do

Ask
Ÿ What do you understand by the term “Health?” 

Ÿ According to you, who is a healthy person? 

Ÿ Discuss the meaning of health and a healthy person as given in the  Participant Handbook.

Ÿ Explain the health concerns of the village to the Narrator. The Narrator will brief the class about the skit. 

Ÿ The class can ask questions to the group as a common villager. 

Ÿ Conduct a small skit with volunteers from the class. Consider one of the villagers has been appointed as a 
health representative of the village, what measures will you as a health representative suggest to the 
common villagers to prevent common health issues discussed. 

Ÿ You will need at least 4 volunteers (Narrator, Health Representative, Head of the Village, Doctor).

Ÿ Give the group of volunteers,  5 minutes to do discuss.

Ÿ At the end of 5 minutes, ask the group to present the skit to the class assuming them as the villagers.

Ask
Ÿ When did you visit the doctor last? Was it for you or for a family member?

Say

Ÿ Let us do a small activity. I will need some volunteers.

Ÿ Discuss the common health issues like common cold, allergies etc. Refer to the  Participant Handbook. 

Say
Ÿ Through this activity we got some tips on how can we prevent these common health issues.

Ÿ Let us now see how many of these health standards we follow in our daily life. 

Unit 6.1.1: Health, Habits, Hygiene: What is Health?
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Ÿ Health Standard Checklist from the Participant Handbook.

Activity

Ask
Ÿ How many of you think that you are healthy? How many of you follow healthy habits?

Say
Ÿ Let's do an exercise to find out how healthy you are. 

Ÿ ‘Health, Habits, Hygiene: What is Health?Open your Participant Handbook section ’, and read through the 
health standards given.

Ÿ Tick the points which you think are true for you. 

Ÿ Try to be as honest as possible as this test is for your own learning.

Do

Ÿ At the end of 5 minutes, ask the participants to check how many ticks have they got.

Ÿ Read aloud the points for the participants and explain if required.

Ÿ Give them 5 minutes to do the exercise. 

Ÿ Ensure that all the participants have opened the right page in the Participant Handbook.

Ÿ Tell them that they need to follow all the tips given in this checklist regularly in order to remain healthy and fit.   

Summarize

Ask

Ÿ How does a person feel when they do not practice good personal hygiene? Why? 

Discuss:

Ÿ Can good personal hygiene help a person feel good about his/her self? How?

Ÿ Is it necessary to practice personal hygiene every day? Why? 

Say
Ÿ Discuss the meaning of hygiene as given in the Participant Handbook. 

Ÿ Health Standard Checklist: Hygiene

Activity

Ÿ Open the Participant Handbook and read through the Health Standard checklist given.

Ÿ Try to be as honest as possible as this test is for your own learning.

Ÿ Tick the points which you think are true for you. 

Ÿ Let's do an exercise to find out if we maintain good hygiene habits or not. 

Say
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Do

Ÿ At the end of 5 minutes, ask the participants to check how many ticks have they got.

Ÿ Read aloud the points for the participants and explain if required.

Ÿ Ask them to calculate their score.

Ÿ Ensure that all the participants have opened the right page in the Participant Handbook.

Ÿ Give them 5 minutes to do the exercise. .

Ÿ Tell them what each score indicates by reading aloud what has been mentioned in the Participant Handbook.

Ask
Ÿ How many of you have heard about “Swachh Bharat Abhiyan”?

Ÿ Can you tell the class what it is about?

Ÿ Tell them about Swachh Bharat Abhiyan as given in the Participant Handbook and request them to take a 
pledge to keep our country clean.

Summarize

Ask
Ÿ What is a habit?

Say
Ÿ Discuss some good habits which can become a way of life.

Ÿ Tell them about good and bad habits and the reasons to make good habits a way of life. 

Summarize
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At the end of this unit, participants will be able to:

Ÿ Discuss ways to set up a safe work environment

Ÿ Discuss critical safety habits to be followed by employees

Unit Objectives

Ÿ Safety signs and symbols, Safety equipments

Ÿ Blank papers and pens

Ÿ Participant Handbook

Say

Resources to be Used

Ÿ Safety Hazards include: 

s Spills on floors or tripping hazards, such as blocked aisles or cords running across the floor.

Ÿ There are many common safety hazards present in most workplaces at one time or another. They include 
unsafe conditions that can cause injury, illness and death. 

s Working from heights, including ladders, scaffolds, roofs, or any raised work area.

s Electrical hazards like cords, missing ground pins, improper wiring.

s Unguarded machinery and moving machinery parts; guards removed or moving parts that a worker can 
accidentally touch. 

s Machinery-related hazards (lockout/tag out, boiler safety, forklifts, etc.) 

Team Activity

Safety Hazards

Ÿ There are two parts to this activity. 

Ÿ Use this format for the first part of the activity.

Ÿ First part will cover the potential safety hazards at work place.

Ÿ Second part will cover a few safety signs, symbols and equipments at work place.

PART 1

Hazard What could happen? How could it be corrected?

Ask
Ÿ How could you or your employees get hurt at work?

Unit 6.1.2: SafetyUnit 6.1.2: Safety
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Say
Ÿ Let's understand it better with the help of an activity.  You will be given a handout within your groups. You 

have to think about the possible hazards of your workplace, what damage these hazards could cause and 
about the corrective action.

Say

Ÿ All the groups will briefly present their answers.

Ÿ Now, let's discuss the answers with the class.

Do

Ÿ Give blank papers and pens to each group.

Ÿ Divide the class into five to six groups of four participants each.

Ÿ Put the format on the board for the activity.

Ÿ Give them 5 to 10 minutes to discuss and draw/note it.

Ÿ Now they will put down a few safety symbols, signs or equipment against the safety hazards identified. 

Ÿ At the end of 10 minutes the groups will present their answers to the class. 

Ÿ The group is expected to think and discuss the potential safety hazards in the workplace. 

Ÿ For the second part of the activity, show the class some pictures of safety signs, symbols and equipments.

Ÿ Ask the group to discuss and fill the format using the blank sheet.

Ÿ Give the groups  5 minutes for the activity.

Do

Ÿ Tell the group to wind up the discussion quickly if they go beyond the given time limit.

Ÿ Keep a check on time. 

Ÿ Ask de-brief questions to cull out the information from each group.

Ÿ Ask the audience to applaud for the group presentation.

Ask
De-briefing

Ÿ What did you learn from the exercise?

Ÿ As an entrepreneur, is it important to ensure the safety of your employees from possible hazards? Why?

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what they have learnt so far.

Ÿ Close the discussion by summarizing the tips to design a safe workplace and non-negotiable employee safety 
habits.

Summarize
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Ÿ List the different factors that motivate you

Ÿ Discuss the role of attitude in self- analysis

Ÿ Discuss the meaning of achievement motivation

Ÿ List the characteristics of entrepreneurs with achievement motivation

Ÿ Discuss how to maintain a positive attitude

Ÿ List your strengths and weaknesses

Ÿ Discuss motivation with the help of Maslow's Hierarchy of Needs

At the end of this unit, participants will be able to:

Ÿ Explain the importance of self- analysis

Unit Objectives

Ÿ Old newspapers

Ÿ Participant Handbook

Ÿ Blank papers and pencils/ pens

Resources to be Used

Ÿ This is a paper pencil activity.

Activity

What are the three sentences that describe you the best?

What do you need to live happily?

What are your strengths and weaknesses?

Do
Ÿ Write the three questions on the board/ flipchart before the session begins. 

Ÿ Give plain papers and pencils/ pens to each participant.

Ÿ Tell participants to write the answer for the three questions  on the paper.

Ÿ Tell them the purpose of this activity is not to judge anyone but to understand more about self.

Say
Ÿ Discuss the concept of Self Analysis and motivation with reference to Maslow's Hierarchy of Needs as 

discussed in the Participant Handbook.

Tower building

Ÿ Each group which will create tower using the old newspapers. 

Team Activity

Unit 6.1.3: Self Analysis – Attitude, Achievement Motivation: 
What is Self Analysis?
Unit 6.1.3: Self Analysis – Attitude, Achievement Motivation: 
What is Self Analysis?
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Do

Ÿ Give them some old newspapers.

Ÿ Divide the class into groups.

Ÿ The task is to create a tower out of the newspapers. 

Ÿ The group which will create the highest tower standing on its own will be considered the winning group.

Ÿ Groups can use as many newspapers as they want to and in any way they want. 

Ask

Ÿ Did you feel motivated?

Ÿ If you were given a chance, how would you have made the tower differently?

Ÿ What did the winning group do differently?

Ÿ How did you feel while making the tower?

Say
Ÿ Discuss the concept of achievement motivation and characteristics of entrepreneurs with achievement 

motivation as discussed in the Participant Handbook.

Ask
Ÿ Is your attitude positive or negative? 

Say
Ÿ Let me tell you a story :

It's Little Things that Make a Big Difference.

There was a man taking a morning walk at the beach. He saw that along with the morning tide came hundreds of 
starfish and when the tide receded, they were left behind and with the morning sun rays, they would die. The 
tide was fresh and the starfish were alive. The man took a few steps, picked one and threw it into the water. He 
did that repeatedly. Right behind him there was another person who couldn't understand what this man was 
doing. He caught up with him and asked, “What are you doing? There are hundreds of starfish. How many can 
you help? What difference does it make?” This man did not reply, took two more steps, picked up another one, 
threw it into the water, and said, “It makes a difference to this one.” What difference are we making? Big or small, 
it does not matter. If everyone made a small difference, we'd end up with a big difference, wouldn't we?

Ask
Ÿ What did you learn from this story?

Activity
What Motivates You? from the Participant Handbook. 

Do

Ÿ Ensure that the participants have opened the correct page for the activity.

Ÿ Give the class 5 minutes to complete the activity.

Ÿ Ask the class to open their Participant Handbook and complete the exercise given in the section What 
Motivates You?
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Say
Ÿ Discuss the concept of attitude and how to cultivate a positive attitude as discussed in the Participant 

Handbook.

Summarize
Ÿ Close the discussion by summarizing how self-analysis, knowledge about what motivates you and your 

positive attitude can help in your business as well in life.
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Ÿ Participant Handbook

Resources to be Used

Say

Ÿ How would it impact the business immediately? What would be the long term impact? 

Ÿ What could be done?

Ÿ What did you learn from the exercise?

Ÿ What went wrong?

Ÿ Who was at fault?

Ÿ Keep your discussion focussed around the following:

Ÿ Whom did it impact- the customer or the businessman?

Ÿ Talk about honesty, qualities of an honest person, and the importance of honesty in entrepreneurs as 
discussed in the Participant Handbook.

Ÿ “Let's understand it better with the help of some case scenarios.  You will be given some cases within your 
groups. You have to analyse the case scenario that has been given to you and then find an appropriate 
solution to the problem.

Ÿ Discuss how to foster a good work ethic

Ÿ Describe the importance of honesty in entrepreneurs

At the end of this unit, participants will be able to:

Ÿ Discuss the qualities of honest people

Ÿ Discuss the elements of a strong work ethic

Unit Objectives

Ask

Ÿ Do you remember any incident where your honesty helped you in gaining confidence?

Ÿ Do you remember any incident where someone lost business due to dishonesty? 

Ÿ Why is it important for entrepreneurs to be honest?

Ÿ What do you understand by honesty?

Do

Ÿ At the end of 10 minutes the team should present their case solution to the class. The presentation can be a 
narration or a role play.

Ÿ Give one case study to each group.

Ÿ Divide the class into four groups of maximum six participants depending on the batch size.

Ÿ Put down the de-brief questions on the board and ask the groups to focus their discussion around these questions.

Ÿ Instruct them to read the case carefully.

Ÿ The group is expected to analyse and discuss the case amongst them and find a solution to the given problem. 
Give the class5-10 minutes to discuss the case and note down their solutions.

Ÿ Ask the group to select a group leader for their group. The group leader to discuss and assign roles to the 
group members for the presentation.

Unit 6.1.4: Honesty & Work Ethics
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Case Study Analysis

Scenario 1

Aakash has a small mobile retail sales and repair shop in Allahabad. He has one of the most popular outlets 
and has great rapport with his customers. 

It's around 11 AM when a customer barges in to the shop and starts shouting at Aakash for giving her a faulty 
instrument. The screen of her mobile is cracked from one side. Aakash remembered thoroughly checking the 
handset before handing it over to the customer. The customer threatens to sue him and to go to Consumer 
Court for cheating her. Now, the problem occurred somewhere outside the shop but as other customers 
were listening to the conversation, it might impact his business. The situation needs to be managed very 
sensitively. What would you do if you were in Aakash's place? 

Smita has also sent a feedback and expressed her disappointment on the social media… this will directly 
affect Rajni's business. What would you do if you were in Rajni's place? 

Scenario 2

Rajni does beautiful Phulkari embroidery on suits and sarees. She has a small home-based business. She has 
a huge list of customers on Facebook and WhatsApp who give her orders regularly. Smita is one of her old and 
regular customers. As her sister-in-law's weddingwas around the corner, Smita wanted to buy few 
handcrafted Phulkari duppatta. She placed an order for three duppattas via WhatsApp and requested Rajni 
to send them as soon as possible. When the parcel reached Smita through courier she found that out of the 
three duppatas, only one was hand embroidered and the other two had machine embroidery on them. Even 
the length and the quality of the material was not as desired. Smita was heartbroken. It was a complete 
waste of money and moreover she couldn't wear what she had planned to during the wedding functions. She 
sent a message to Rajni on WhatsApp, expressing her anger and disappointment. 

Shankar is a tattoo artist who has a small tattoo showroom in a big, reputed mall in New Delhi.  Mr Saksham had 
an appointment for today, at 11:00 am but he reached at 11:50 am. Meanwhile, Shankar had to reschedule his 
next appointment. After availing Shankar's services, Mr Saksham started yelling in an abusive language, refusing 
to pay the requisite amount, and finding faults in the services provided by him. Who was at fault in this case? 
What should Shankar do? Should he confront Saksham or give in to the demands of the client?

Scenario 3

Scenario 4

Shailender is an online cloth reseller who does business through social networking sites such as Facebook 
and WhatsApp. Priyanka made online payment for a dress to Shailander. But she did not receive the dress for 
a month. When she asked for a cancellation, Shailander started misleading her. For almost 45 days, he kept 
promising her that he will pay the amount today, tomorrow, day after etc. Even after repeated calls and 
messages when she did not receive the payment or the dress, she decided to write a post against him on a 
popular social media platform. As a result, Shailender lost lots of customers and his flourishing business 
faced a major crisis. How could this situation have been managed?  

Say
Ÿ Now, let's discuss the problem and solution with the larger group.

Ÿ Then discuss the issue identified and the proposed solution.

Ÿ The group will first briefly describe the case to the class.

Ÿ Once the presentation is over, the class can ask their questions.

Team Activity
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Do
Ÿ Congratulate each group for the group presentation.

Ÿ Keep a check on time. Tell the group to wind up the discussion quickly if they go beyond the given time limit.

Ÿ Ask de-brief questions to cull out the information from each group.

Ÿ Ask the audience to applaud for them.

Summarize
Ÿ Ask the participants what they have learnt from the exercise/ activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Close the discussion by summarizing the importance of honesty and work ethics for entrepreneurs.
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Ÿ Participant Handbook

Ÿ Chart papers and marker pens 

Resources to be Used

Say

Ÿ There are some inspiring stories about people which I would like to share with you.

Ÿ Let's have a look at these stories.

Ÿ Narrate these stories to the class.

Ÿ List the characteristics of highly creative people

At the end of this unit, participants will be able to:

Ÿ List the characteristics of highly innovative people

Unit Objectives

Ask

Ÿ What do these stories tell us?  

Ÿ What was so special about these people?

Ÿ You must be aware of the  term 'Rags to riches' and  heard stories related to the term.  

Who has not heard of A.P.J. Abdul Kalam: Avul Pakir Jainulabdeen Abdul Kalam hailed from a very humble 
background. His father was a boat owner. To help his family, Kalam would work as a newspaper vendor. With 
limited resources, he graduated in Physics and studied aerospace engineering. He was instrumental in India's 
step towards nuclear energy. In 2002, he became the 11th President of India.

A.P.J. Abdul Kalam

Water filter/purifier at source

Soring's idea is to have a centralised purification system at the point of distribution like water tank while 
Subash's idea is to have such purifiers attached to public taps.

Inspiration behind the idea: Most people today prefer to use a water filter/purifier at their home.

Source: http://www.rediff.com/getahead/report/achievers-top-31-amazing-innovations-from-young-
indians/20151208.htm

Two young boys studying in classes 4 and 5, from Lingzya Junior High School, Sikkim designed a simple 
innovative low cost water purifier. 

Both the children have given idea to have filter/purifier at the source of water so that everyone has access to 
clean water without having to make an investment in purchasing a filter/purifier.

This is a story of a innovative solar seeder and developed by Subash Chandra Bose, a class 8, student from St 
Sebasthiyar Matriculation School, Pudukkottai, Tamil Nadu. Subash has developed a solar powered seed drill, 
which can undertake plantation for different size of seeds at variable depth and space between two seeds.

Solar seeder

Source: http://www.rediff.com/getahead/report/achievers-top-31-amazing-innovations-from-young-
indians/20151208.htm

Unit 6.1.5: Creativity and InnovationUnit 6.1.5: Creativity and Innovation
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The two sisters have come up with loom for lower limbed physically challenged. In their loom they have 
replaced the pedal operated system with a motor and a gearbox attached to a pulley mechanism.

Looms for physically challenged

Now this is really inspiring of two sisters, Elakkiya a Class 6 student and Pavithra a Class 9 student of  SRC 
Memorial Matriculation, Erode, Tamil Nadu.

Source: http://www.rediff.com/getahead/report/achievers-top-31-amazing-innovations-from-young-
indians/20151208.htm

Ask
Ÿ If they can, why can't you?

Ÿ Discuss concepts related to 'Creativity and Innovation' with the participants as given in the Participant 
Handbook.

Say
Ÿ Recall the stories on motivation.

Ÿ What is the inner drive that motivates people to succeed?

Ÿ Let's learn more about such creative and innovative entrepreneurs with the help of an activity.

Ÿ This is a group activity.

Ÿ Think of any one famous entrepreneur and write a few lines about him or her.

Ÿ Why did you choose this particular entrepreneur?

Ÿ What was innovative about their ideas?

Ÿ What is his/her brand name?

Ÿ What creativity does he/she possess?

Activity De-brief

Do
Ÿ Instruct the participants that this is group work.

Ÿ Divide the class into small groups of 4 or 6 depending on the batch size. 

Ÿ Give each group a chart paper.

Ÿ Give the participants 10 minutes to discuss and write.

Ÿ Ask each group to read out what they have written.

Ÿ Tell the students they have to write a few lines about any one famous entrepreneur.

Ÿ Ask the de-brief questions.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Team Activity
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Notes for Facilitation

Summarize

Ÿ Summarize the unit by asking participants if they know of some people who are highly creative and innovative 
in their approach.

Ÿ Ask them to share some experiences about these people with the class.

http://www.rediff.com/getahead/report/achievers-top-31-amazing-innovations-from-young-
indians/20151208.htm

Ÿ Source for stories on innovations:
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Ÿ Participant Handbook

Resources to be Used

Example
Ÿ Let's look at these two examples:

Ÿ Describe effective time management techniques

Ÿ Discuss the benefits of time management

At the end of this unit, participants will be able to:

Ÿ List the traits of effective time managers

Unit Objectives

Ask
Does this sound like you? 

Ÿ I can never get enough time to finish what I am doing in a day.

Ÿ I have so many things to do that I get confused.

Ÿ I want to go for a walk and exercise, but I just do not have the time.

Ÿ I had so much to do, so I could not deliver that order on time.

Ÿ I would love to start my dream business; but, I just do not have the time.

Ankita works from home as a freelance writer. She says she can easily put in 8 hours of dedicated work in a 
day.  Because she works from home, she saves money on travel and has a comfortable work routine.  But 
there is a  challenge and it is  distraction. As she works from home, she can easily just get up and sit down on 
the sofa to watch TV, wasting valuable time. She may have chores to do, errands to run and bills to pay. She 
ends up working only two to three hours a day and the result is, her work gets piled up. She is unable to take 
on more work due to this. Even though her quality of work is appreciated her clients are not very happy about 
the delay in submission.

Example 1: 

Example 2: 

Javed has started a successful online selling company from home and makes a good living from his sales. He 
has set up a small office space in his living room. As both his parents are working full-time, he also has the role 
of taking care of his two younger siblings. He almost spends half  of his day with the younger kids. He does not 
mind it but it means taking time away from the work. He is still able to manage his online business with these 
commitments. He wants to spend some more dedicated hours so as to increase his profits. He also wants to 
look into new business avenues.  What should  he be doing.

Ask

Ÿ Are you able to manage your time effectively?

Ÿ Does this happen with you too? 

Ÿ Do you find it difficult to prioritize your work? 

Example

Unit 6.1.6: Time Management
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Activity

Ÿ Conduct a group discussion based on the above examples.

Ÿ Direct the discussion on how to prioritize work and manage time effectively.

Say
Ÿ Time management is not only about how hard you work but also about how smart you work. 

Ÿ Discuss “What is Time Management” with the participants as given in the Participant Handbook. 

Ask
Ÿ Why is it important to manage time? How does it help?

Ÿ Do you find it difficult to prioritize your work? 

Ÿ What happens when you don't manage your time effectively?

Say
Ÿ Discuss the benefits of time management given in the Participant Handbook. 

Ÿ Let's learn effective time management with the help of an activity.

Activity

Effective Time Management

Ÿ This activity has two parts:

Ÿ If they are large tasks, break them into action steps, and write this down with the larger task.

PART 1

Ÿ Try to include everything that takes up your time, however unimportant it may be.

Ÿ You can make one list for all your tasks or have separate to-do lists for personal and professional tasks.

TO-DO LIST

Ÿ You have to make a to-do list.

Ÿ List all of the activities/ tasks that you have to do.

PART 2

URGENT-IMPORTANT GRID

Ÿ At the heart of the urgent-important grid, are these two questions:

Ÿ You have to make a grid as shown on the board here. .

Ÿ What do these categories depict?

s This category is for the highest priority tasks. They need to get done now. 

Ÿ This grid has four boxes. As you can see, each box has a different heading.

s Is this task urgent?

Ÿ Now, you have to think about each activity that you have written in your to-do list and put it into one of the 
four categories.

s Is this task important?

Ÿ Category 1: Urgent/Important
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Ÿ This category allows you to work on something important and have the time to do it properly. 

s These might include unplanned leisure activities as well.

s However, some may be activities that other people want you to do.

Ÿ Category 2: Not Urgent/Important 

Ÿ Category 3: Urgent/Not Important 

s Urgent but not important tasks are things that prevent you from achieving your goals. 

s This is where you are busy but not productive.  These tasks are often mistaken to be important, when 
they're most often busywork.

s Some may be activities that other people want you to do. 

Ÿ This is where you want to spend most of your time. 

Ÿ Category 4: Not Important and Not Urgent

Ÿ The tasks in this category are probably the most neglected ones, but also the most crucial ones for 
success. 

Ÿ The tasks in this category can include strategic thinking, deciding on goals or general direction and 
planning – all vital parts of running a successful business. 

s This category doesn't really include tasks, but rather habits that provide comfort, and a refuge from 
being disciplined and rigorous with your time management.

Ÿ This will help you produce high quality work in an efficient manner. 

1.

TO- DO list format

2.

3.

4.

5.

6.

7.

8.

9.

10.

15.

14.

13.

12.

11.
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URGENT-IMPORTANT GRID

URGENT/ IMPORTANT

Ÿ Crisis 

Ÿ Meetings

Ÿ Project deadlines

Ÿ Last minute demands

Ÿ Planning

NOT URGENT/ IMPORTANT

Ÿ Building relationship

Ÿ Working towards goals

Ÿ Personal commitments

Ÿ Phone calls/ E-mails

Ÿ Other people's minor demands

URGENT/ NOT IMPORTANT

Ÿ Interruptions

NOT URGENT/ NOT IMPORTANT

Ÿ Internet surfing

Ÿ Social media

Ÿ Watching TV

1 2

3 4

URGENT/ IMPORTANT GRID format

URGENT/ IMPORTANT NOT URGENT/ IMPORTANT

URGENT/ NOT IMPORTANT NOT URGENT/ NOT IMPORTANT

1 2

3 4
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Do
Ÿ Put down the formats for the to-do list and the urgent/ important grid on the board.

Ÿ Instruct the participants to prepare their to-do list first.

Ÿ Give the participants 10 minutes to prepare the list.

Ÿ Once done, instruct them to divide the tasks in to-do list into the four categories.

Ÿ Explain the four categories to the participants giving examples specific to their context.

Ÿ As you explain the categories fill the grid with the type of tasks. 

Ÿ Then explain how to balance the tasks between the four categories. 

Ÿ  Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Give the participants 40 minutes to fill the grid.

Say

How can we balance tasks between the four categories? 

Ÿ If necessary, also plan where you will do these tasks, so that you're free from interruptions. 

s Ask yourself whether you can reschedule or delegate them.

Activity De-brief:

How to manage time through this grid? 

Ÿ Category 1: Urgent/Important

s Try to keep as few tasks as possible here, with the aim to eliminate. 

s If you spend too much of your time in this category, you are working solely as a trouble shooter, and never 
finding time to work on longer-term plans.

Ÿ Category 2: Not Urgent/Important 

Ÿ  Plan these tasks carefully and efficiently as they are most crucial ones for success. 

Ÿ Include strategic thinking, deciding on goals or general direction and planning in your planning process.

Ÿ Category 3: Urgent/Not Important 

s A common source of such activities is other people. Sometimes it's appropriate to say "no" to people 
politely, or to encourage them to solve the problem themselves.

s You also want to minimize the tasks that you have in this category. 

s These activities are just a distraction – avoid them if possible.

s You can simply ignore or cancel many of them. 

s Politely say "no" to work assigned by others, if you can, and explain why you cannot do it.

s Schedule your leisure activities carefully so that they don't have an impact on other important tasks.

Ÿ Discuss the traits of effective time managers and effective time management techniques as given in the 
Participant Handbook. 

Ÿ Category 4: Not Important and Not Urgent

Summarize
Ÿ Discuss the traits of effective time managers and effective time management techniques as given in the 

Participant Handbook.

181



182

Facilitator Guide

Notes for Facilitation

So, tonight, or in the morning tomorrow, when you are reflecting on this short story, ask yourself this 
question:  What are the 'big rocks' in my life? Then, put those in your jar first

s He reached under the table and brought out a bucket of sand. He started dumping the sand in the jar and 
it went into all of the spaces left between the rocks and the gravel. Once more he asked the question, "Is 
this jar full?" No!" the class shouted. Once again he said, "Good." Then he grabbed a jug of water and 
began to pour it in until the jar was filled to the brim. Then he looked at the class and asked, "What is the 
point of this illustration? “One student raised his hand and said, “No matter how full your schedule is, if 
you try really hard you can always fit some more things in it!" "No," the speaker replied, "that's not the 
point. The truth this illustration teaches us is: If you don't put the big rocks in first, you'll never get them in 
at all." What are the 'big rocks' in your life? Your children; your loved ones; your education; your dreams; 
a worthy cause; teaching or mentoring others; doing things that you love; time for yourself; your health; 
your mate (or significant other). Remember to put these BIG ROCKS in first or you'll never get them in at 
all. If you sweat about the little stuff (the gravel, sand, and water) then you'll fill your life with little things 
you worry about that don't really matter, and you'll never have the time you need to spend on the big, 
important stuff (the big rocks).

s He reached under the table and pulled out a bucket of gravel (small stones). He dumped some gravel in 
and shook the jar causing pieces of gravel to work themselves down into the space between the rocks. 
Then he asked the group once more, "Is the jar full?" By this time, the class began to understand. 
"Probably not," one of them answered. "Good!" he replied.

Ÿ Here is a short story. You can conclude the session narrating the story. To make it more interesting you can 
perform the demonstration described and discuss the short story.  

s One day an expert in time management was speaking to a group of students. As he stood in front of the 
group, he pulled out a large wide-mouthed glass jar and set it on the table in front of him. Then he took 
out a bag of about a dozen rocks and placed them, one at a time, into the jar. When the jar was filled to 
the top and no more rocks would fit inside, he asked, "Is this jar full?" Everyone in the class said, "Yes." 
Then he said, "Really?" 

Ÿ End the story with these lines… 
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Ÿ Discuss the importance of anger management

At the end of this unit, participants will be able to:

Ÿ Describe anger management strategies

Ÿ Discuss tips for anger management

Ÿ Participant Handbook

Say

Resources to be Used

Unit Objectives

Do

Ask
Ÿ What is anger? Is anger good or bad? 

Ÿ Is anger normal or an abnormal behaviour? How can anger harm you?

Ÿ Why is it important for entrepreneurs to manage their anger?

Ÿ Talk about anger and the importance of anger management in entrepreneurs as discussed in the Participant 
Handbook. 

Ÿ Let us do a small activity. This is an individual activity. 

Ÿ Think of the incidents and situations that angered you and hurt you.

Ÿ They can also share these situations with their fellow participants if they do not wish to share it with the 
entire class.

Ÿ Give the class 3-5 minutes to think and note down their answers.

Ÿ Instruct them to note down these situations under different categories (as given in the Activity).

Ÿ At the end of 5 minutes, ask some participants to volunteer and present their answers.

s you physically

s your career

s your relationships.

s you mentally

Ÿ Do you remember any incident which has hurt

Activity

Ask
Ÿ Do you ever get angry?

Ÿ Do you remember any incident where your anger management helped you in maintaining healthy relationship?

Ÿ What are the things that make you angry?

Ÿ Do you remember any incident where someone lost business/ friend/ relationship due to temper (anger)? 

Unit 6.1.7: Anger Management
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Do

Say

Ÿ Then  think what happened as a result of your anger (the effect).

Ÿ There are a few strategies which can help in controlling your anger. Let's do an activity to understand the 
anger management process better. 

Ÿ This is an individual activity. 

Ÿ  Think of the incidents/ situations which trigger your anger (the cause).

Ÿ You need to come up with some techniques to manage your anger. 

Ÿ Put down the activity format (Anger Triggers, Result of your Anger, Anger Management Techniques) on the 
board and instruct the class to write the answers under different categories. 

Ÿ Give the class 3-5 minutes to think and note down their answers.

Ÿ At the end of 5 minutes, ask the participants who wish to volunteer and present their answers.

Ÿ Give the class the anger triggers (the cause) as listed in the activity. 

Trigger points and Anger Management Techniques Activity

Activity

Anger Triggers

List of triggers that make you angry: 

Someone says you did something wrong.

You want something you can't have now.

You get caught doing something you shouldn't have been doing.

You are accused of doing something you didn't do.

You are told that you can't do something.

Someone doesn't agree with you.

Someone doesn't do what you tell him to do.

Someone unexpected happens that messes up your schedule.

Result of your anger:
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Write the techniques that you use to manage your anger:

Anger Management Techniques

Say

Do

Ÿ Then discuss the result of the anger. Other participants are requested to remain quiet while one is making the 
presentation.

Ÿ Post presentation, other participants may ask questions.

Ÿ Now, let's discuss the problems and solution with all.

Ÿ The individual will first briefly describe trigger points to the class.

Ÿ Ask de-brief questions after the presentation to the class.

Ÿ Keep a check on the time. Ask the participants to wind up the activity quickly if they go beyond the given time 
limit.

Ÿ Ask the audience to applaud for them.

Ÿ Congratulate each individual for sharing their points.

Notes for Facilitation

Ask

Ÿ How could you have handled this situation alternatively?

De-brief questions:

Ÿ In the situation described by the presenter, who was at fault?

Ÿ Close the discussion by summarizing the strategies and tips of anger management for entrepreneurs.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what have they learnt from this exercise/ activity.

Summarize

Ÿ Keep the format of the Activity prepared in a chart paper so that it can be displayed during the session. 

Ÿ Encourage the participants to share information about them while presenting the situations to the class.
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Ÿ Discuss tips for stress management

Ÿ Discuss the causes of stress

Ÿ Discuss the symptoms of stress

At the end of this unit, participants will be able to:

Ÿ Participant Handbook

Say

Resources to be Used

Unit Objectives

Ask
Ÿ You are waiting in the reception for an interview or a very important meeting, suddenly your legs are shaky, 

your hands are cold, you are feeling nervous. Have you ever been in this kind of situation?

Ÿ Have you ever been so worried about something that you ended up with a terrible headache?

Ÿ Have you had days when you had trouble sleeping?

Ÿ You've probably heard people say, I'm really stressed out" or "This is making me totally stressed."

Ask
Ÿ What do you understand by stress?

Ÿ How can stress harm you?

Ÿ Why is it important for entrepreneurs to manage stress?

Ÿ What gives you stress?

Ÿ How do you feel when you are stressed or what are the symptoms of stress?

Say

Ÿ Let's understand the causes of stress and how to deal with them with the help of some case scenarios. 

Ÿ You will be given some cases. 

Ÿ When we feel overloaded or unsure of our ability to deal with certain challenges, we feel stressed.

Ÿ Discuss about stress, causes of stress, and symptoms of stress as discussed in the Participant Handbook.

Ÿ You have to analyse the case scenario and then find an appropriate solution to the problem.

Ÿ This will be a group activity.

Do

Ÿ Divide the class into four groups of 5- 6 participants (depending on the batch size).

Ÿ Instruct them to read the case carefully.

Ÿ The group is expected to analyse and discuss the case amongst them and find a solution to the given problem. 

Ÿ Explain their discussion should result in getting answers for the following questions:

Ÿ Assign one case scenario  to each group.

Unit 6.1.8: Stress management: What is stress?Unit 6.1.8: Stress management: What is stress?
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Case Study Analysis

Akash's alarm doesn't go off and he gets late getting out of the house. He hits traffic and ends up 15 minutes 
late to work, which his boss notices. He gets to his desk and finds he has to complete 2 reports in next one 
hour. Just when he is about to begin work, a message pops up “Telecon with the client begins in 10 minutes. 
Please be in the conference room in 5 minutes.”

His is not prepared for the call. He is stressed. He does not want to speak to his boss about this. He is stressed, 
feeling uncomfortable and sick. Not in a position to attend the call or finish the reports on time.  

Scenario 1

While paying his overdue bills, Rahul realised that it's the middle of the month and he has only Rs 500 left in 
his account. He has already asked all of his friends, and family for loans, which he hasn't paid back yet. He is 
still contemplating over the issue when his phone rings. His sister's birthday is due next week and she has 
seen a beautiful dress which she wants to buy but cannot tell the parents as it is a bit expensive. She wishes if 
Rahul could buy the dress for her. Rahul has promised to buy her the dress for her birthday. 

Rahul is stressed, does not understand what to do. He is unable to concentrate on his work and unable to 
complete the tasks assigned. His team leader has already warned him of the delay.

Scenario 2

s What was/ were the cause(s) of stress?

s If yes, how do you think that the stress could be avoided (managed)?

s If no, then why not?

Ÿ Ask the group to select a group leader for their group. 

Ÿ Give the class 10-12 minutes to discuss the case and note down their solutions.

s Was the stress avoidable or manageable under the given circumstances?

Ÿ The group leader to discuss and assign roles to the group members for the presentation.

Ÿ At the end of 12 minutes, the team should present their case solution to the larger group. 

Scenario 3

She has to leave to office so she decides to call from office and check. When she connects this time she is 
angry and argues with the executive on the call. All her co-workers around are looking at her as her volume 
has suddenly increased. She bangs the phone and ends the call.

Her co-worker Neelam enquires what has happened to her. She ignores her and just walks off. She has 
become irritable and her behaviour and tone with other co-workers is not acceptable.  

Now Sheela has to call back and repeat the whole process all over again with a new customer care executive. 
She is very angry and calls again but cannot connect this time.

Sheela calls the cable company as she has unknown charges on her bill. She has to go through the automated 
voice mail menu three times and still can't get through to a customer care executive. After 15 minutes of 
repeated efforts, her call is answered. She explains the entire issue to the customer care executive but before 
the person could suggest a way out, the call drops.

Team Activity
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Ask

Ÿ Was the stress avoidable or manageable under the given circumstances?

Ÿ What was/ were the cause(s) of stress?

De-brief questions:

Ÿ If yes, how do you think that the stress could be avoided (managed)?

Ÿ If no, then why not?

Say

Ÿ Post presentation, the other groups may ask questions to the group that has presented.

Ÿ Then discuss the issue identified and the proposed solution.

Ÿ Now, let's discuss the problem and solution with the larger group.

Ÿ The group will first briefly describe the case to the class.

Scenario 4

Arpit is a young entrepreneur who started doing business through Facebook few weeks back. He had always 
been into a job. Although Arpit has very few financial liabilities, it wasn't an easy decision to leave a 
comfortable job at once and look for newer pastures. Arpit's boss warned him of the consequences and the 
challenges of starting a business when nobody ever in his family had been in business. 

He has not been able to get a good deal till now. This is an important life shift for him which comes with 
unknown variables. Arpit is nervous and is wondering if he has what it takes to fulfill the requirement of his 
new role, or the new experiences he's likely to face. 

Do
Ÿ Congratulate each group for sharing their points.

Ÿ Ask the audience to applaud for them.

Ÿ Ask de-brief questions to cull out the information from each group.

Ÿ Keep a check on time. Tell participants to wind up the discussion quickly if they go beyond the given time limit.

Say
Ÿ While it is common and normal to feel some tension. This feeling nervous and tensed can interfere with your 

thinking process and can have a negative impact on your performance.  

Ÿ Stress can deplete the most vibrant of souls. It can have a negative effect on every aspect of a person's life 
including their health, emotional well-being, relationships, and career. However, one needs to understand 
the causes and types of stress before looking for ways to manage it. 

De-brief:

Scenario 1

The cause of stress was lack of time management and the habit of procrastinating. If Akash would have 
managed his time well, planned alternate ways to get up on time, finished prior tasks on time and planned for 
client meetings in advance then he wouldn't have faced stress. 
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The cause of stress was lack of financial planning. Rahul should have planned his financial resources well in 
advance and saved some money for the rainy day. Also, differentiating between needs and wants and 
keeping a check on non-essential expenditure would have saved Rahul from this situation. 

Scenario 3

Scenario 4

A positive, major life change can be a source of good stress. Regardless of how good the change is, it can be 
stressful. Stress caused by a positive and major life change can be beneficial because it causes a person to 
step out of their comfort zone and learn new skills. Here, Arpit may become a successful entrepreneur or 
learn new ways to do things differently.

Now let us see this scenario, can I have a volunteer to read out this case to the class.

Scenario 2

Sometimes, stress is caused due to external factors instead of internal ones. In this case, the stress was 
unavoidable because we have no control over this customer care system. Every time, you will get in touch 
with a new executive and will have to explain all over again. This might cause stress but despite being 
frustrated and angry there is little that we can do about it. All Sheela could do was to find ways to calm herself 
down through some breathing exercises and meditation, reading some good book or listening to music and 
then start afresh.

Do

Ÿ Ask one of the participant who can volunteer and read out this scenario to the class.

Scenario 5

Rakesh lives in Kathmandu with his wife and two beautiful daughters Sarah and Sanya. Nepal was hit by a 
massive earthquake and Rakesh's building collapsed during the earthquake. During evacuation, Rakesh 
realised that though his wife and Sarah were fine and suffered only minor bruises, Sanya was nowhere in the 
scene. Panic stricken, he started calling her name and searching her frantically. A little later, he heard a meek 
voice from beneath the debris. He quickly removed the rubble to find a huge bed. Rakesh was pretty sure 
that Sanya was trapped underneath. Though he was badly bruised, he gathered all his courage and with all 
his might, he lifted the several-ton bed to save Sanya's life. Everyone was relieved to see Sanya alive and also 
extremely surprised to see this father's ability to access superhuman strength.

s Was the stress avoidable or manageable under the given circumstances?

s What was the result of the stress?

s What kind of stress was Rakesh undergoing in this case?

Ÿ Ask the audience to applaud for the participant after the scenario is read completely.

Ÿ Discuss the scenario, ask de-brief questions:

Say

Ÿ Not all stress is harmful; good stress is actually energizing. This was a case of lifesaving stress, or hero stress, 
which is an important example of good stress. You may have heard stories in which a person performs an 
impossible feat of physical strength in order to save their life or the life of someone they love. This type of 
stress causing a surge of adrenaline is good for us. 

De-brief:
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Notes for Facilitation

Ÿ Close the discussion by summarizing the tips to manage stress as given in the Participant Handbook. 

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what they have learnt from this exercise/ activity.

Summarize

Ÿ Encourage participation and make the discussions interative.

Ÿ Keep printed copies of the activities/ scenarios ready for the session.

Ÿ Put down the de-brief questions on a flip chart so that it can be displayed in the class during the activity.
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Key Learning Outcomes

4. Recall  the functions of basic computer keys 

6. Discuss the benefits of Microsoft Outlook

2. Identify the basic parts of a keyboard

5. Discuss the main applications of MS Office

10. Describe how you will sell a product or service on an e-commerce platform

9. Discuss Digital India campaign will help boost e-commerce in India 

7. Identify different types of e-commerce

8. List the benefits of e-commerce for retailers and customers

3. Recall basic computer terminology

At the end of this unit, participants will be able to:

1. Identify the basic parts of a computer

Unit 6.2: Digital Literacy: A Recap
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Ÿ Participant Handbook

Ÿ Computer Systems with the required applications

Say

Resources to be Used

Ÿ Discuss 'Basic Parts of Computer' and 'Basic Parts of a Keyboard' with the class as given in the Participant 
Handbook. 

Ÿ Let's take a quick recap of the basic computer parts. 

Ask

Ÿ Have you ever used internet?

Ÿ What was the last task you performed on internet?

Ÿ Do you know about internet?

Ÿ Why do you think internet is useful?

Say

Ÿ Let's look at some basic internet terms.

Ÿ Discuss 'Basic Internet Terms' with the participants as given in the Participant Handbook. 

At the end of this unit, participants will be able to:

Ÿ Identify the basic parts of a computer;

Ÿ Recall basic computer terminology;

Ÿ Identify the basic parts of a keyboard;

Ÿ Recall  the functions of basic computer keys.

Unit Objectives

Explain

Ÿ Explain all the parts of the computer and the keyboard by demonstrating on the real system.

Ÿ Close the discussion by summarizing the importance of computer and internet for entrepreneurs.

Ÿ Ask the participants what they have learnt from this exercise/ activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Summarize

Unit 6.2.1: Computer and Internet Basics: Basic Parts of a 
Computer

194

Unit 6.2.1: Computer and Internet Basics: Basic Parts of a 
Computer



195

Assembler- Doors/Windows (Glass)

Do

Ÿ Explain the purpose and duration of the activity.

Ÿ Group the participants for the activity depending on the batch size and the number of computer systems 
available in the lab.

Ÿ Ensure the participants complete the practical exercises assigned.

Practical

Ÿ Ask the participants to assemble in the computer lab.

Ÿ Give some hands on practice exercises.

Ÿ Conduct a practical session.
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Ÿ Participant Handbook

Ÿ Computer Systems with MS Office

Say

Resources to be Used

Ÿ Give a brief introduction of MS Office as given in the Participant Handbook. 

Ÿ Discuss the most popular office products. Explain in brief their application, benefits and working.

Ÿ Microsoft Word is a word processing program that allows for the creation of documents. The program is 
equipped with templates for quick formatting. There are also features that allow you to add graphics, tables, 
etc.

Ÿ Microsoft Excel is a tool for accounting and managing large sets of data. It can also simplify analysing data. It is 
also used to create charts based from data, and perform complex calculations. A Cell is an individual data box 
which will have a corresponding Column and Row heading. This gives the cell a name, referred to as the Cell 
Reference. There can be multiple pages in each workbook. Each page, or sheet, is called a Worksheet. When 
you open a new Excel file, it automatically starts you with three worksheets, but you can add more.

At the end of this unit, participants will be able to:

Ÿ Discuss the benefits of Microsoft Outlook

Ÿ Discuss the main applications of MS Office

Unit Objectives

Ask
Ÿ What is the most frequent activity that you do on the computer?

Ÿ Do you know how to make presentations on the computer?

Ask
Ÿ What do you know about e-mails?

Ÿ Do you have an email id?

Ÿ How often do you check your e-mails?

Say
Ÿ Communication is vital for every business. The fastest and the safest way to communicate these days are 

through emails. MS Outlook helps to manage your emails in a better way and also offers a host of other 
benefits.

Ÿ Discuss “Why Choose Microsoft Outlook?” with the participants as given in the Participant Handbook. 

Ÿ Explain the working and frequently used features of Office on a real system.

Explain

Unit 6.2.2: MS Office and Email: About MS Office
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Ÿ Demonstrate how to use MS Office application to create a letter and send it as attachment in an email.

Ÿ Demonstrate how to create email id.

Ÿ Demonstrate how to write new mails, send mails, 

Ÿ Demonstrate how to use other MS Office applications.

Ÿ Give some hands on practice exercises

Ÿ Group the participants for the activity depending on the batch size and the number of computer systems 
available in the lab.

Ÿ Explain the purpose and duration of the activity.

Ÿ Ask the participants what they have learnt from this exercise/ activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Summarize

Demonstrate

Do
Ÿ Ask the participants to assemble in the computer lab.

Ÿ Explain the working of Outlook on a real system..

Practical
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Ÿ Describe how you will sell a product or service on an e-commerce platform

Ÿ Identify different types of e-commerce

Ÿ List the benefits of e-commerce for retailers and customers

At the end of this unit, participants will be able to:

Ÿ Discuss Digital India campaign will help boost e-commerce in India

Unit Objectives

Ÿ Computer System with internet connection

Ÿ Participant Handbook

Resources to be Used

Say

Ÿ E- commerce emerged in the early 1990s, and its use has increased at a rapid rate. Today,  many companies 
sell their products online. Everything from food,  clothes,   entertainment,  furnitureand many other items 
can be purchased online.

Ÿ Give a brief introduction of “What is E-commerce”. Refer to the  Participant Handbook.

Ask

Ÿ Can you name at least five shopping websites?

Ÿ Why do you do shopping online instead of going to the market?

Ÿ What is the product that you most frequently buy online?

Ÿ How many of you have done shopping online?

Say
Ÿ Give examples of e-commerce activities from Participant Handbook.

Ask
Ÿ What other types of transactions have you performed on the internet other than buying products?

E-commerce examples

Ÿ  Discuss payment gateways and transaction through payment gateways. 

Ÿ Give them 5 minutes to make this list. 

Ÿ Instruct the participants to list some of the payment gateways that they have used for e-commerce activities. 

Ÿ Conclude the discussion by mentioning how important e-commerce has become in our day to day 
transactions.

Team Activity

Unit 6.2.3: E-CommerceUnit 6.2.3: E-Commerce
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Say
Ÿ E-commerce activities can be classified based on the types of participants in the transaction. 

Ÿ Discuss “Types of E-commerce” from the Participant Handbook.

Do
Ÿ Discuss all types of E-commerce by giving examples and names of some popular websites which use them.

Ÿ Make the discussion interactive by asking the class to share some popular e-commerce sites of each type. 

Say

Ÿ Discuss benefits of E-commerce from the Participant Handbook.

Ÿ E-commerce activities bring a host of benefits for both, retailers and customers.

Ÿ Discuss “Digital India Campaign” from the Participant Handbook.

Ÿ The majority of the population that uses E-commerce activities lives in tier-1 and tier-2 cities. To encourage 
the use of digital money in tier-3 and 4 areas, PM Mr. Modi launched the “Digital India Campaign”. 

Ÿ By Digital India project the government will deliver services via mobile connectivity and in doing so, is 
expected to bring the internet and broadband to remote corners of the country. This connectivity will in turn 
enhance e-commerce activities also. Furthermore, the Indian Government is also modernizing India Post and 
aims to develop it as a distribution channel for e-commerce related services. 

Say

s Developing the website 

Ÿ Smaller companies usually go for renting a website and the bigger ones develop their own website.

Ÿ Now let us discuss how to sell a product using E-commerce. 

Ÿ Similarly, in E-commerce the shop is the website where your products are displayed. If it is your own website it 
will exclusively showcase your products. In this case the cost that you will incur will be:

s Hosting the website

s Maintenance of the website

Ÿ Every product has to be sold on a platform on the internet. Think of it as a shop that you have to sell your 
product. Now this shop can be your own or shared or rented. If the shop is your own or rented there will be 
only your products in that shop. If the shop is shared, there will be products of multiple sellers in that shop. A 
common example is a departmental store which has products from multiple brands in the shop. 

Ÿ If you rent a website it will also showcase your own products but the development, hosting and maintenance 
parts goes to the owner. This saves time and the cost to manage these activities. 

Ÿ The concept of shared platforms has become very popular in recent times. In this platform the sellers have to 
register and then they can sell their goods on a common platform. Among the most popular of these are 
Amazon, Myntra, Flipkart, etc.

Ÿ Tell the participants to choose a product or service that they want to sell online. 

Ÿ Tell them to write a brief note explaining how they will use existing e-commerce platforms, or create a new e-
commerce platform to sell their product or service. 

Explain

Role Play
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Say
Ÿ Demonetization has made carrying cash in the wallet very difficult. People either shop through cards or some 

other form of digital money.

Ÿ In this form the money is both paid and received digitally.  There is no hard cash involved. It is an instant and 
convenient way to make payments.

Ÿ The first one is the most commonly used system i.e. the cards. Debit card, credit card, prepaid card, all fall 
under this category. 

Ÿ Then is the e-wallet or the mobile wallet. This has become the most used form of digital money after 
demonetization. Examples are Paytm, state bank buddy, Freecharge, etc.

Ÿ So what do you think is digital money?

Ÿ Many other forms of digital money are also coming up in market like mobile apps, Aadhar card based 
payment, etc.

Ÿ There are various types of digital payments. Let us discuss some of them in brief here.

Ask
Ÿ How much money are you carrying in your wallet?

Ÿ Do you have a credit/debit card?

Ÿ How do you make payments while doing online shopping?

Say
Ÿ Digital money gives a lot of advantages over the conventional hard cash. Some of them are:

s Digital payments have less risk.

s Digital payments are easy and convenient. You do not need to take loads of cash with you, a mobile 
phone or a card will suffice.

s With digital payment modes, you can pay from anywhere anytime.

Ask
Ÿ Why do you think people have started using digital money instead of hard cash? Is demonetization the 

only reason? 

Do
Ÿ Demonstrate how to make and receive payments through digital models like Paytm and state bank buddy. 

Ÿ Ask the participants what they have learnt from this exercise/ activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Close the discussion by summarizing the importance of e-commerce and digital money.

Summarize
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Key Learning Outcomes

At the end of this unit, participants will be able to:

1. Discuss the importance of saving money

4. Describe the process of opening a bank account

5. Differentiate between fixed and variable costs

10. Discuss the main types of electronic funds transfer

3. Discuss the main types of bank accounts

6. Describe the main types of investment options

2. Discuss the benefits of saving money

7. Describe the different types of insurance products

9. Discuss the uses of online banking

8. Describe the different types of taxes

Unit 6.3: Money Matters
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Ÿ Participant Handbook

Resources to be Used

Ÿ Let's look at these two examples:

Ÿ Discuss the importance of saving money

Ÿ Discuss the benefits of saving money

At the end of this unit, participants will be able to:

Unit Objectives

Ask

Ÿ Do you plan your savings?

Ÿ Where do you keep the money you save?

Ÿ How many of you save money?

Ÿ Why do you feel the need to save it?

Ÿ How do you use the money that you have saved?

Suhani works in a good company and earns Rs.30, 000 month. She always saves 5000 per month and keeps it 
aside as a personal saving. She keeps the money at home and has saved quite a lot. One day her mother has a 
medical emergency and has to be taken to the hospital. Her family is worried about the amount they have to 
spend for the treatment. It will cost them atleast 40,000.  

Suhani says tells her family not to worry and that she has about 50,000, which she has saved over the months. 

Example 1:

Example 2:

Jasmeet works in the same company and earns the same as Suhani. She is very fond of shopping and spends 
most of her money on buying new clothes. At the end of the month, she is always asking her father for money 
as her pay is finished. 

Ask
Ÿ Who do you identify with –Suhani or Jasmeet ?

Ÿ How do you think Suhani manages to save money which Jasmeet is unable to do?

Say
Ÿ We should always set aside some and save some money from our monthly pay. The future is unpredictable. 

Saving money not only gives you a sense of financial security but it can be used in case of emergencies. 

Ÿ Discuss “Importance of Saving” with the participants as given in the Participant Handbook. 

Ask
Ÿ What are the benefits of saving money?

Ÿ What does being financially independent mean to you?

Example Example

Unit 6.3.1: Personal Finance - Why to Save?Unit 6.3.1: Personal Finance - Why to Save?
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Say
Ÿ Discuss “Benefits of Saving” with the participants as given in the Participant Handbook. 

Suhani is going to the hospital today to pay the first instalment for the treatment. Suddenly finds only 35,000 in 
her cash box when she counts and does not remember using it. She has not kept any record and now she is upset. 

Ÿ Now let us continue with Suhani's story. Suhani has told her family not to worry and that she has about 
50,000, which she has saved over the months. The family is happy about Suhani's decision of saving money, 
which will be of great help for them now. 

Ask
Ÿ Was it a good decision by Suhani to save a part of her earnings every month?

Ÿ Was it a wise decision to keep all her savings as cash in a cash box?

Ÿ Could she have managed to save money in a better and more effective manner? 

Ÿ Do you want to learn how to save money and use it effectively?

Say
Ÿ Let's learn personal saving with the help of a group activity.

Ÿ This activity has two parts:

Personal Finance- Why to save

PART 1

Ÿ Make a list of different ways to save money.

Ÿ You are earning 30,000/- per month. You have recently changed your job and have to move to a 
metropolitan city. You are now living as a paying guest paying 10,000/- per month. Your other estimated 
expenditures like travel, food, recreation would be around Rs. 17, 000 per month.

WAYS TO SAVE MONEY

PART 2

Ÿ How will you use the money that you have saved?

HOW WILL YOU USE THE MONEY

Ÿ After a year how much have you been able to save?

Do

Ÿ Give the participants 10 minutes to prepare the list.

Ÿ Once done, instruct them to think of how they could use the money they have saved.

Ÿ Instruct the participants to think and prepare a list of the various ways they can save money.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Divide the class into groups of four.

Ÿ Give the participants 10 minutes to prepare the list.

Activity De-brief

Ÿ What were the different ways you could save money?

Ÿ How much money were you able to save?

Ÿ How will you use the money you have saved in one year?

Team Activity
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You can summarize the session by discussing:

Ÿ The importance of saving money.

Ÿ Ways to save money.

Ÿ How the money saved can be used for different purposes.

Summarize

Say
Ÿ Discuss the importance of personal finance and why it is important to save money.
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Ÿ Participant Handbook

Ÿ Account opening sample forms

Resources to be Used

Ÿ Let's look at the given example:

Ÿ Describe the process of opening a bank account

At the end of this unit, participants will be able to:

Ÿ Discuss the main types of bank accounts

Unit Objectives

Ask

Ÿ How many of you have a bank account?

Ÿ How many of you save money? 

Ÿ Where do you keep the money you save? 

Ÿ What type of account do you have? 

Reena is in the third year of college but in the evening she gives tuitions for children living in her colony. She 
earns 15,000/- per month. As her students stay in different parts of the city, she has to walk a lot.

To save time, she decides to buy a second hand scooter for herself. But she has to save money for it. Her class 
mate advises her to open a recurring deposit account in the bank. 

She goes to the bank close to her home.  The personal manager gives her some forms to fill. She is confused 
as she has never done this before. Her elder sister has an account in the same bank. She asks for help from her 
sister. She goes to the bank the next day with her sister. The personal banker gives her a list of documents that 
she will need to submit with the form for opening an account.  The banker advises her to open a 6 months 
recurring deposit.

Ask

Ÿ Have you ever thought of depositing your savings in a bank?

Ÿ Do you try to save money monthly but have to spend it on unforeseen expenditure? 

Say

Ÿ Before opening a bank account, you need to know the types of accounts we have in India.

Ÿ Discuss “Types of Bank Accounts” with the participants as given in the Participant Handbook. 

Ask
Ÿ Can someone say what are the different types of bank accounts?

Example Example

Unit 6.3.2: Types of Bank Accounts, Opening a Bank Account
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Say
Ÿ Let's learn about the different types of bank accounts through an activity. 

Ÿ On a chart paper, ask them to write the key points of their account.

Ÿ Label the groups as savings account, current account, recurring account and fixed deposit.

Ÿ Divide the class in four groups.

Ÿ Ask each group to present the key points of their account.

Activity De-brief

Say

Ÿ Discuss “Tips” that the participants should keep in mind while opening a bank account as given in the 
Participant Handbook.

Ÿ Now that you know about the four different types of accounts, let's learn how to open a bank account.

Ÿ Discuss “Opening a Bank Account” with the participants as given in the Participant Handbook. 

Ask

Ÿ What are some important points to ask the bank personnel while opening an account?

Ÿ What are the main documents required for opening a bank account?

Say

Ÿ Now, let's understand the procedure of opening a bank account through an activity.

Ÿ Mention officially valid KYC documents  (refer to the Participant Handbook)

Opening a Bank Account

Ÿ This activity is done in groups.

Ÿ Divide the class in groups of four or six.

Ÿ List all the steps that you will be required to fill in the form.

Ÿ Now fill in the form.

FILLING A BANK ACCOUNT OPENING FORM

PART 1

Ÿ You have to fill a bank opening form.

Ÿ You can refer to the section “Opening a Bank Account” of your Handbook for reference.

Ÿ List the documents that you needs for filling the form.

Activity De-brief

Ÿ How would this activity help you in future?

Ÿ What were your KYC documents?

How did you design the form?

Ÿ What all details did you fill in the form?

Team Activity

Team Activity
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Do
Ÿ Instruct the participants to read the section “Opening a Bank Account' of the Participant Handbook.

Ÿ Give each group one sample account opening form. 

Ÿ Give the participants 5 minutes to read the form.

Ÿ Give them 15 minutes to fill it.

Ÿ Assist them by explaining each category and how to fill it.

Ÿ Keep a check on time. 

Ÿ Tell the group to wind up quickly if they go beyond the given time limit.

Note:

Ÿ You can summarize the unit through a role play. 

s A person wanting to open an account in the bank. 

s What is the procedure that he will go through?

s Discuss the key points of different types of bank accounts. 

s How to select the type of account 

s How to fill the account opening form.

Ÿ A sample account opening form is given in the following page for reference. Use it for the activity in the class.

Summarize

Sample Bank Account Opening form.

XXX Bank
Photograph

SAVING BANK ACCOUNT OPENING FORM

Account No.: Date:

Name of the Branch
Village/Town

Sub District / Block Name

District

State

SSA Code / Ward No.

Village Code / Town Code Name of Village / Town

Applicant Details:

Full Name Mr./Mrs./Ms. First Middle Last Name

Marital Status

Name of Spouse/Father

Name of Mother

Address

Pin Code

Tel No. Mobile

Aadhaar No.

MNREGA Job Card No.

Occupation/Profession

Annual Income

No. of Dependents

Date of Birth

Pan No.
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At the end of this unit, participants will be able to:

Ÿ Differentiate between fixed and variable costs

Unit Objectives

Ÿ Blank sheets of paper and pens

Ÿ Participant Handbook

Say

Resources to be Used

Ask

Ÿ Will a telephone bill fall under the category of a fixed or variable cost?

Ÿ What is cost?

Ÿ Discuss: Fixed and Variable cost with examples.Let us do a small activity.

Do

Ÿ Read out each item from the cost list and ask the groups in turns to identify whether it is a fixed or variable 
cost.

Ÿ Divide the class into two groups.  Read out the list of costs given in the activity.

8. Commision percentage given to sales person for every unit sold 

4. Machinery

2. Telephone bill

Identify the type of cost

3. Electricity bill

5. Insurance

6. Office supplies/ Raw materials 

7. Employee salaries

1. Rent

9. Credit card fees

10. Vendor bills

Team Activity

Unit 6.3.3: Costs: Fixed vs. Variables: What are Fixed and Variable 
Costs?
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Say

Ÿ Variable costs is an expense which varies with production output or volume. For example commission, raw 
material etc.

Ÿ Discuss “Cost: Fixed vs. variables” with the participants as given in the Participant Handbook.

Ÿ We saw that your utility bills like rent, electricity, telephone etc. are all fixed costs because you have to pay it 
every month. 

Ÿ Illustrate the relation between the costs with a graph.

Ÿ Let's learn the difference between fixed and variable cost with the help of an activity.

Units

Fixed Costs

Variable Costs

Total Costs

`

Ÿ This is a group activity.

Fixed vs. Variable Costs

Ÿ List down all the cost or requirements for your business.

Ÿ How will you differentiate between the fixed and variable cost.

Ÿ You want to start your own entrepreneur business. 

Ÿ State the type of business you want to start.

Ÿ What is the total cost of your business?

Ÿ What are the fixed costs?

Activity De-brief

Ÿ How did you differentiate between the fixed and variable costs?

Ÿ What are the variable costs?

Do

Ÿ Give the participants 15 minutes to discuss and write.

Ÿ  Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Instruct the participants that this is group work.

Ÿ Give each group a sheet of paper.

Ÿ Divide the class into small groups of 4 or 6.

Ÿ Ask them the type of business they want to start.

Ÿ Tell the participants that they have to start their own entrepreneur business.

Ÿ Instruct them to differentiate between the fixed and the variable costs of the business they want to start.

Team Activity
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Ÿ Note: You can summarize the unit either by having a role play between a consultant and a budding 
entrepreneur explaining the differences between fixed and variable costs or by discussing the key points of 
the unit.

Summarize

Notes for Facilitation

4. Machinery (Fixed)

9. Credit card fees (Variable)

7. Employee salaries (Fixed)

8. Commision percentage given to sales person for every unit sold (Variable) 

1. Rent (Fixed)

6. Office supplies/ Raw materials (Variable) 

10. Vendor bills (Variable)

Ÿ Answers for the activity - Identify the type of cost

3. Electricity bill (Fixed)

2. Telephone bill (Fixed)

5. Insurance (Fixed)
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Ÿ Participant Handbook

Resources to be Used

Ÿ Let's have a look at a few scenarios.

Ÿ Describe the main types of investment options

At the end of this unit, participants will be able to:

Ÿ Describe the different types of insurance products

Ÿ Describe the different types of taxes

Unit Objectives

Ask
Ÿ Ask the students- “What do you see first thing in when you get your mobile bill? Apart from the amount and 

due date do you have a look at the taxes you are being billed for?

Ÿ You have saved money and want to invest it, how would you decide what is the best investment for your money?

Ÿ Why do you think people get their cars insured or have a medical insurance?

Ranbir has sold his house and deposited the money in his bank.  His Chartered Accountant tells him that he 
will have to re-invest the money otherwise he will have to pay capital tax. What is capital tax and how is it 
different from income tax?

Say

Ÿ Discuss the Investment, Insurance and Taxes as given in the Participant Handbook.

Ask
Ÿ How do investments, insurances and taxes differ from each other?

Jasmeet and Anup are blessed with a baby girl. They decide to have an insurance policy that will mature 
when their daughter is ready to higher education.

Shivani is working in a corporate office and getting good pay. She will have to pay income tax so she decides to 
invest her money in tax saving schemes. She goes to the bank manager to discuss the best products in which 
she can invest.

Say

Ÿ Let's learn the differences between the three by having an activity.

Say

Ÿ We will have a quiz today.

Example Example

Unit 6.3.4: Investments, Insurance and TaxesUnit 6.3.4: Investments, Insurance and Taxes
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Ÿ The activity is a quiz.

Do
Ÿ Divide the class into groups of three and give a name to each group

Ÿ Explain the rules of the quiz. For each correct answer the group gets 1 mark. If the group is unable to answer 
the question is rolled over to the next group.

Ÿ Explain the purpose and duration of the activity.

Ÿ On the blackboard write the names of the groups.

Ÿ Ask the questions of the quiz.

Ÿ Keep a score for the groups.

Ÿ Set guidelines pertaining to discipline and expected tasks.

Ÿ Summarize the unit by discussing the key points and answering question

Summarize

Notes for Facilitation

 The general public is the buyer.

1. What are bonds?

 Private and public companies issue the bonds.

10. What is the benefit of taking an endowment policy?

11. Mr. Das gets monthly return on one of his insurance policies. Name the policy?

8. Name the two types of insurances?

 Life Insurance and Non-life or general insurance

6. What if the difference between mutual and hedge funds?

 Bonds are instruments used by public and private companies to raise large sums of money.

4. Who is the buyer of stocks and equities?

QUESTIONS FOR THE QUIZ

3. Why are bonds issued?

5. What types of scheme is the Sukanya Samriddhi Scheme?

 To raise large amount of money as it cannot be burrowed from the bank.

 Small Saving Scheme

 Mutual funds are professionally managed financial instruments that invest the money in different securities 
on behalf of investors. Hedge funds invest in both financial derivatives and/or publicly traded securities.

2. Who issues the bonds?

7. Why is a loan taken from the bank to purchase real estate?

 To lease or sell to make profit on appreciated property price.  

9. Which insurance product offers financial protection for 15-20 years?

 Term Insurance

 It offers the dual benefit of investment and insurance.

 Money Back Life Insurance

Team Activity
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12. What are the two benefits of a Whole Life Insurance?

 Marine Insurance

 One financial year

 It offers the dual benefit of investment and insurance

13. Which policy covers loss or damage of goods during transit?

14. After what duration is the income tax levied?

15. What is long term capital gain tax?

 It is the tax payable for investments held for more than 36 months.

16. Name the tax that is added while buying shares?

 Securities Transaction Tax

17. What is the source of corporate tax?

 The revenue earned by a company.

18. Name the tax whose amount is decided by the state?

 VAT or Value Added Tax

19. You have bought a T.V. What tax will you pay?

 Sales Tax

20. What's the difference between custom duty and OCTROI?

 Custom duty is the charges payable when importing or purchasing goods from another country. OCTROI is 
levied on goods that cross borders within India.
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Ÿ Debit card

Ÿ Computer System with internet connection

Ÿ Participant Handbook

Say

Resources to be Used

s It saves time, as you need to visit the branch. .

s You can conduct your banking transactions safely and securely without leaving the comfort of your 
home.

Ÿ Discuss “What is online banking?” from the Participant Handbook. 

s Online Banking also gives you round the clock access.

Ÿ There are various advantages of online banking:

s Online Banking makes it possible for you to pay your bills electronically.

Ÿ Most of us lead a busy life. Time has become more important than money. In this busy schedule no one has 
time to stand in bank queues. That's where Online Banking comes in. Online banking or internet banking 
means accessing your bank account and carrying out financial transactions through the internet.

At the end of this unit, participants will be able to:

Ÿ Discuss the uses of online banking

Ÿ Discuss the main types of electronic funds transfer

Unit Objectives

Ask

Ÿ Have you ever tried to transfer money  from one bank account to another bank account using the online 
banking facility? 

Ÿ When was the last time you visited a bank?

Ÿ How do you pay your bill for electricity and telephone?

Do

Ÿ Use the computer system and show the demo videos on how to use internet banking  provided on most 
banking sites.  the computer system. 

Ÿ Tell the class the various features of online banking:

s Through their website set-up your online account.

s Choose a secure username and password.

Ÿ Show them how they can use the internet banking. 

s Set-up your contact information.

s Once you enter the portal explore all the features and learn your way through the portal.

s Once your information is verified, you are good to go.

Ÿ Discuss about maintaining the security of the online account.

Unit 6.3.5: Online Banking, NEFT, RTGS, etc.
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Say

Ÿ One of the biggest advantage that online banking offers, as discussed earlier, is transferring money from one 
account to another. This transaction is called electronic funds transfer. Electronic transfers are processed 
immediately with the transferred amount being deducted from one account and credited to the other in real 
time, thus saving time andeffort involved in physically transferring a sum of money.

Ÿ Discuss “Electronic Funds Transfer” from the Participant Handbook.

Do
Ÿ Discuss how to transfer money from one account to another using online banking (NEFT/ RTGS, etc.).

Ÿ Illustrate with an example.

Ÿ Close the discussion by summarizing the about online banking.

Ÿ  Ask the participants if they have any questions related to what they have talked about so far.

Summarize
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Notes
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Key Learning Outcomes

At the end of this unit, participants will be able to:

1. Discuss the steps to follow to prepare for an interview

2. Discuss the steps to create an effective Resume

3. Discuss the most frequently asked interview questions

4. Discuss how to answer the most frequently asked interview questions

5. Identify basic workplace terminology

Unit 6.4: Preparing for Employment and Self Employment
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At the end of this unit, participants will be able to:

Ÿ Discuss the steps to follow to prepare for an interview

Unit Objectives

Ÿ Participant Handbook

Say

Resources to be Used

Ask

Ÿ How did you prepare before going for an interview?

Ÿ Have you ever attended an interview?

Ÿ It provides the employer with an opportunity to gather sufficient information about a candidate and help 
them select the ideal candidate.

Ÿ Let's do an activity to understand how to prepare for interviews better.

Ÿ An interview is a conversation between two or more people (the interviewer(s) and interviewee) where 
questions are asked by the interviewer to obtain information from the interviewee.

Ÿ It also provides the interviewee with an opportunity to present their true potential to the employer, build 
confidence and help make a decision about the job by asking questions regarding designation, salary, perks, 
benefits, promotions, transfers, etc. 

Ask
Ÿ What information you should include when you are describing or introducing yourself in an interview?

Ÿ What information you should not include when you are describing or introducing yourself in an interview?

Introducing Yourself

Activity 1

Do
Ÿ Select a participant and ask him/her to answer the following questions: “What can you tell me about yourself.”

Ÿ Now repeat the exercise with five other participants.

Ÿ Give the participant at least one minute to speak. 

Ÿ Once he/she is done, ask the rest of the participant what they gathered about the participant who was 
providing information. 

Unit 6.4.1: Interview Preparation: How to Prepare for an InterviewUnit 6.4.1: Interview Preparation: How to Prepare for an Interview
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Do
Ÿ Congratulate each participant for sharing their points.

Ÿ Ask de-brief questions to cull out the information from each group.

Ÿ Ask the audience to applaud for them.

Ÿ Keep a check on time.

s Tell the participants to create a positive and good impression in an interview. It is important for them to 
prepare for an interview beforehand.

s Every employer looks at the whole package and not just one or two things in isolation. Therefore, the way 
you dress and the way you present yourself is also important along with your skills and talents. 

Ÿ You can add the following points to it:

s The interviewer analyses not only your technical knowledge in relation to the job, but also whether or 
not you are a fit for the organization.

s The participants will get only one chance to create a good first impression.

Ÿ Close the discussion by discussing 'how to prepare for an interview' as discussed in the Participant Handbook.

Summarize

Say

Ÿ Introduction should be short and crisp, and should present you in a positive light. It should include the 
following points: 

s Information that is not true

Ÿ Tell the participants that when an interviewer asks you to say something about yourself, he/she is not asking 
you to present your life history.

s Too much information about your weaknesses

s A brief summary of your educational qualifications

s Any special projects that you might have been part of

s Any work experience that you might have 

s Your strengths and achievements 

s Detailed description of your family (unless you are specifically asked to do so)

Ÿ The following topics should be avoided during an introduction:

Planning the right attire

Activity 2

Do
Ÿ Describe 2 individuals to the participants. One is wearing a casual t-shirt, jeans, and slippers. He has not 

combed his hair and neither has he trimmed or shaved his beard. The other individual is dressed formally with 
a shirt and pant, and is well-groomed. He has also worn formal shoes and a belt. Ask the participants which 
person would they prefer to hire in their organization and why?
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At the end of this unit, participants will be able to:

Ÿ Discuss the steps to create an effective Resume

Unit Objectives

Ÿ Participant Handbook

Ÿ Blank papers and pens

Say

Resources to be Used

Ask
Ÿ When preparing for an interview, what are the most important things that you need to do?

Ÿ What is a resume?

Ÿ Why do you need a resume?

Ÿ What documents do you carry with you, when you go for an interview?

Ÿ Resume is not just a sheet of paper with your qualifications printed on it. 

Ÿ It is a selling tool that will help the employer to see how and what you can contribute for company.

Ÿ Talk about the steps involved in creating an effective/attractive resumes discussed in the Participant Handbook.

Ÿ Now let's prepare a resume to understand the process in a better way.

Do

Ÿ Give the details of the activity. 

Ÿ Give the class 25-30 minutes to study the case and create a resume.

Ÿ Every participant will evaluate the resume prepared with their fellow participants.

Ÿ The participant is expected to make an attractive resume based on the information provided. 

Ÿ At the end of 30 minutes, the participants should exchange the resume with the person sitting next to him or her.

Ÿ This is an individual activity.

Ÿ Instruct them to read the activity carefully.

Say
Ÿ Do you think the candidate should apply for the job posting described in the advertisement? 

Ÿ We have already discussed the steps involved in creating an effective/attractive resumes.

Ÿ Now let's prepare a resume for the candidate details given in the activity. 

Unit 6.4.2: Preparing an Effective Resume: How to Create and 
Effective Resume?
Unit 6.4.2: Preparing an Effective Resume: How to Create and 
Effective Resume?
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Case Study Analysis

Activity

Ÿ In the first section of the activity, you are being given the information about a candidate who is applying 
for a particular job. 

Ÿ In the second section, you are being given the detailed description of the job posting. Create a resume for 
the candidate to apply for the job posting. 

Ÿ Use the information that has been provided about the candidate to create this resume.

Candidate Details

Nipesh is detail-oriented, flexible and adaptable. He has successfully worked with a diverse work force. He 
gelled well with his peers, both in college and during his internship. After completing the internship, his 
objective has been to find a job opportunity where he can use his skills and experience. Backed by 
experience, he is confident about his skills as housekeeping assistant. 

In July 2007, he joined Westwood School of Hotel Management, Zirakpur to pursue a diploma course in Hotel 
Management and Catering. After completing this course, he joined XYZ Group of Hotels as a Housekeeping 
intern in June 2010 for six months. In this role, he was responsible for cleanliness and maintenance of one 
floor in the hotel. Taking advantage of his strong interpersonal skills, he also got opportunities to make 
housekeeping arrangements for corporate meetings. While pursuing education, he gained working 
knowledge of Microsoft Word, Excel, Access and PowerPoint. 

Nipesh Singla was born on 20th April, 1988 in Chandigarh, India. He currently resides at 1XX7, Sector XX D, 
Chandigarh –160018. His mobile number is 988XXXXX01, and e-mail address is nxxxxxxxxxla@gmail.com. 
Nipesh attended middle and senior school at Government Boys Senior Secondary School, Sector 15, 
Chandigarh. He has been a very talented boy since school. He was fond of painting and watching old Hindi 
movies. As part of a school charity program, he volunteered at the children's hospital during his senior years.  

* Do you see yourself as a HOUSEKEEPING SUPERVISOR? 

What's your passion? Whether you're into cricket, reading or hiking, at IHG we are interested in YOU.  At IHG, 
we employ people who apply the same amount of care and passion to their jobs as they do in their hobbies - 
people who put our guests at the heart of everything they do. And we're looking for more people like this to 
join our friendly and professional team. 

At the moment, we are looking for HOUSEKEEPING SUPERVISOR to join our youthful and dynamic team at 
Holiday Inn Amritsar, Ranjit Avenue in Amritsar, Punjab (India). Holiday Inn Amritsar is ideally located in 
Amritsar's commercial district on Ranjit Avenue with the world famous Golden Temple located only a short 
distance away. Sparkling chandeliers mark an incomparable arrival experience as you escape to the 
welcoming environment that is, Holiday Inn Amritsar. The fresh international brand to celebrate and explore 
Amritsar. 

Job Posting

THE LOCATION: 

Salary: Negotiable 

Industry: Travel / Hotels / Restaurants / Airlines / Railways 

Functional Area: Hotels , Restaurants 

Role Category: Housekeeping

Role: Housekeeping Executive/Assistant.

Desired Candidate Profile

You should ideally be Graduate/ Diploma holder in HM and at least 2 years of experience as a supervisor in 
good brand with good communication skills, English is a must. 

Friendly, pleasant personality, Service - oriented.
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UG: Any Graduate/ Diploma holder

In return we'll give you a competitive financial and benefits package. Hotel discounts worldwide are available 
as well as access to wide variety of discount schemes and the chance to work with a great team of people. 
Most importantly, we'll give you the room to be yourself. 

PG: Post Graduation Not Required

Education-

*Please get in touch and tell us how you could bring your individual skills to IHG.

Say
Ÿ Now, let's share the resume with the fellow participant sitting next to you and evaluate each other's effort.

Do

Ÿ As a follow up activity, you can suggest them to prepare their own resume and show it to you the next day.

Ÿ Congratulate each participant for making their first attempt towards creating an effective resume.

Ÿ Close the discussion by showing some effective resume samples to the candidates.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what they have learnt from this activity.

Summarize

Notes for Facilitation

Ÿ Keep printed copies of the activity ready for the session.

Ÿ Put down the suggested format of the resume on the board while explaining the steps in preparing a resume.

Ÿ Do check the participants' resume and suggest necessary changes.

Ÿ Suggested example for the case presented:

Ÿ Successful working in a multi-cultural environment

Professional strengths: 

Mobile No: 91-988XXXXX01

Ÿ Proficient in housekeeping 

Ÿ Experienced in and capable of working with a diverse work force

Ÿ Team player and friendly in nature

Chandigarh-160018

#1XX7, Sector XX-D

E-mail: nxxxxxxxxxla@gmail.com 

Nipesh Singla

Objective: Seeking an opportunity to use my interpersonal skills and experience to contribute to your 
company's growth, profitability and objectives. 
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Ÿ Student volunteer at children's hospital in Chandigarh.

Ÿ High School, Government Boys Senior Secondary School, Sector 15, Chandigarh

Ÿ Detail oriented, flexible, and adaptable

Ÿ Housekeeping Intern, XYZ Group of Hotels, New Delhi (June 2010 – August 2010)

Volunteer Work: 

s Responsible for cleanliness and maintenance of one floor in the hotel.

Ÿ Knowledge of Microsoft Word, Excel, Access and PowerPoint 

Ÿ Diploma in Hotel Management and Catering, Westwood School of Hotel Management, Zirakpur

Educational background: 

Professional internships: 

s Got opportunities to make housekeeping arrangements for corporate meetings.

Nipesh Singla
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Ÿ Discuss how to answer the most frequently asked interview questions

At the end of this unit, participants will be able to:

Ÿ Discuss the most frequently asked interview questions

Unit Objectives

Ÿ Participant Handbook

Resources to be Used

Say
Ÿ Tell the participants you will provide them with interview situation and questions and they have to try to 

answer them. 

Ÿ Tell them you will also explain the different ways to approach these questions. 

Do

Ÿ One partner will play the role of the interviewer while the other will play the role of the interviewee.

Ÿ Keep a check on time.

Ÿ Ask the class to applaud each time a team has completed their role play. 

Ÿ Congratulate each participant for giving their input. 

Ÿ Divide the class in pairs and ask the participants to perform a role play. 

Ÿ Time allotted for each situation is 8-10 minutes.

Ÿ Tell them the interviewer can start the interview by asking the interviewee to introduce himself/herself.

Ÿ Call all the pairs one by one in front of the class to enact the role play.

Ÿ Follow the same pattern for all other situations. 

Ÿ Conduct the role plays for the situations given.

Do

s Tell me something about yourself?

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

Situation 1

s Can you tell me something about your family?

s How do you explain this huge time gap in your resume?

s Weren't you looking for a job or is it that no one selected you?

Ÿ Then, the interviewer will bluntly ask the following questions:

s What is your name? 

s What is the reason for this?  

Role Play

Unit 6.4.3: Interview FAQsUnit 6.4.3: Interview FAQs
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Say
De-brief:

Ÿ When you put information on your resume, you should be prepared to answer any questions about it. 

Ÿ One way of tackling the blunt questions is to tell the interviewer you did not come across an opportunity 
where you were sufficiently satisfied with both the remuneration offered as well as the profile. Therefore, 
you waited for the right opportunity to come along while looking for an ideal job. 

Ÿ Be present and focused on the questions being asked to you.  

Do
Role Play – Situation 2

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

s What is your name? 

s Tell me something about yourself?

s Can you tell me something about your family?

Ÿ Then, at the end of the interview, ask the interviewee:

s There are over 200 people who have applied for this job, some with excellent work experience. Why 
should I hire you?

Say

Ÿ There is nothing wrong with stating your strengths and achievements. However, do not come across as 
arrogant or too boastful. 

De-brief:

Ÿ You need show the interviewee that you have unique skills or talents to contribute to the company. The 
interviewer needs to know how you stand apart from the rest of the crowd. 

Ÿ Tell the interviewer you are looking forward to working with the company and that you are a hard-working 
individual.

Do

s Tell me something about yourself?

Role Play – Situation 3

s Did you ever experience any neglect or disregard from your previous office? In other words, did you ever 
suffer because your office or team displayed favouritism?

s Can you tell me something about your family?

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

s What is your name? 

Ÿ Then, lean forward, clasp your hands on the table and in a soft voice ask the interviewee:

Say

Ÿ Since criticism will show you in negative light, you should keep your answers honest yet diplomatic.

Ÿ You can tackle such questions by saying, “I got along well with most of my faculty and peers.”

Ÿ Keep this in mind: Do not criticize anyone during an interview.

Ÿ You are free to express your opinion, however, your language, answers, body language, and the tone of your 
voice should remain constructive and neutral.

De-brief:
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Do

s How long do you plan to stay with this company if you are selected?

Role Play – Situation 4

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

Ÿ After the candidate responds, ask sarcastically:

s Do you seriously mean that?

s Can you tell me something about your family?

s What is your name? 

s Tell me something about yourself?

Ÿ Then very bluntly ask the interviewee:

Say
De-brief:

Ÿ Don't provide unreal and idealistic answers. 

Ÿ You can say something like, “I would like to stay with the company as long as I can contribute constructively 
and develop as an employee, within the organization, professionally and financially.”

Ÿ Your answers should be honest yet diplomatic. In a situation like this, the interviewer does not expect you to 
provide a specific timeline. 

Do

s Tell me something about yourself?

Role Play – Situation 5

s You were late for this interview by 10 minutes. That surely does not seem to be in line with what you just 
said?

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

s What is your name? 

s Can you tell me something about your family?

Ÿ After he/she answers, look up sternly at the interviewee and in a crisp voice, say:

Ÿ Ask him/her how important he/she thinks it is to be punctual in the corporate world.

Say

Ÿ Politely apologize for being late. 

De-brief:

Ÿ You can add something such as, “I assure you this is not a habit”. All your future actions should be in line with 
this statement. 

Ÿ You might feel obligated to provide a justification for your tardiness, but the interviewer is not  interested in 
that. 

Ÿ Avoid giving any excuses. 

Ÿ Do not over apologize. Once this response is out of the way, turn your focus back to the interview. 
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Do

s Tell me something about yourself?

s If you get this job, what salary package do you expect us to give you?

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

s Can you tell me something about your family?

Role Play – Situation 6

Ÿ After asking a few academic or job-related questions, ask the interviewee:

s What is your name? 

Say
De-brief:

Ÿ If there is no way for you to avoid this question, respond to the interviewer by providing a reasonable and 
well-thought out salary range. 

Do

s What is your name? 

Ÿ The interviewer will start by asking the interviewee a few generic questions such as:

s Do you have any questions for me?

s Can you tell me something about your family?

Ÿ Then, bringing the interview to a close, ask the interviewee:

s Tell me something about yourself?

Role Play – Situation 7

Say

s What are the working hours?

Ÿ If you have questions about the result of the interview, you can limit your questions to 1 or 2. Keep them short 
and relevant like:

s Will the job require me to travel?

s When will I be informed about the results of the interview?

De-brief:

Ÿ Ask relevant questions. 

Ÿ Don't bombard the interviewer with questions.

Ÿ Stay calm and focused, and take a moment to think about how you should respond. Always maintain a 
confident tone.

Ÿ Maintain your composure while answering personal question. 

Ÿ Even if you don't intend to, your body language conveys your level of discomfort with a particular question. 
Try to keep your actions, tone, and gestures neutral.

Ÿ Tell the participants to be prepared for answering different types of questions in an interview. 

Explain
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Do
Ÿ Tell all the participants to form pairs again.

Ÿ They will use all or some of these questions to conduct mock interviews with their partners.

Ÿ Tell them to use the following list of frequently asked interview questions to conduct mock interviews.

Ÿ One partner will play the role of the interviewer while the other will play the role of the interviewee.

Ÿ After they are through asking and answering the questions, the roles will be reversed.

Ÿ After each mock interview ask the interviewer to provide feedback and clear any doubts that may arise.

Ÿ Time allotted for each situation is 30-35 minutes.

Ÿ The same list of questions will be used again.

Mock Interview Questions

Activity

Mock Interview Questions

Tell me something about your family.

What qualities would you look for in a Manager or a Supervisor?

Why did you apply for this job?

What do you know about this company?

How do you deal with criticism?

How do you plan to strike a good work-life balance?

Where do you see yourself five years from now? 

Have you applied for jobs in other companies?

What kind of salary do you expect from this job?

Do you have any questions for me?

Ÿ Close the discussion by discussing the questions in the both activities.

Ÿ Ask the participants what they have learned from this activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Summarize
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At the end of this unit, participants will be able to:

Ÿ Identify basic workplace terminology

Unit Objectives

Ÿ Chart papers, blank sheets of paper and pens

Ÿ Participant Handbook

Resources to be Used

Ask
Ÿ What do you understand by workplace terminology?

Ÿ Are offer letter and contract of employment the same?

Say
Ÿ Let's start this unit with an activity.

Workplace terminology 

Ÿ This is a group activity conducted in three parts.

Part 1

Sheila received a call from the recruiter of MND Company. Before she is recruited by the company, think of 
the recruitment process she will have to go through. Start from the telephone call to signing her letter of 
acceptance. Write down all the words that come to your mind.

Activity De-brief

Ÿ Have the participants read out the words they have written

Ÿ Encourage all the participants to participate in the activity 

Do
Ÿ Divide the class into small groups of 4 or 6.

Ÿ Keep a track of the time.

Ÿ Give them one chart paper each. Tell them to divide the chart in two parts.

Ÿ Give them 10 minutes to do the activity.

Ÿ The participants have to write all the words that come to their mind related to the recruitment process.

Ÿ Tell them that there are no right or wrong answers.

Ÿ Instruct the participants that they will be doing a brainstorming activity. 

Ÿ Instruct them that they have to use one half of the chart paper now. The other half will be used later.

Team Activity

Unit 6.4.4: Work Readiness – Terms and Terminology
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Say

Ÿ Discuss “Work Readiness – Terms and Terminology” with the participants as given in the Participant Handbook.

Ÿ You all know quite a few words related to the terms used in the office.

Ÿ Let us talk about some new terms that have been missed out. 

Ask
Ÿ Why is it important to know the workplace terms? 

Ÿ How do they help?

Ÿ Can the words be categorised further?

Say
Ÿ Let's now continue the activity.

Ÿ This is again a group activity. The members of the group remain the same as in Activity 1.

Terms and Terminology

With the help of the new terms you have learned, make a flow chart of the hiring process of MND Company.

Part 2

Activity De-brief

Ÿ Ask the groups to share the flow charts and the new terms they added while preparing the flow chart.

Do
Ÿ Instruct the participants that they have to use the 2nd half of the same chart they had used before.

Ÿ Using the new terminology and the terms they had previously written on the chart, they have to make a flow 
chart of the hiring process of the MND Company.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Give them 10 minutes for this activity.

Say
Ÿ Let's go ahead with the activity.

Terms and Terminology

Ÿ The activity continues with the same group members.

Sheila now works for the MND Company. She is not aware of the company culture and policies. She goes to 
the HR Department to get her doubts clarified. Can you think of the terms for which she wants clarity? Make 
a list of those words. 

Part 3

Activity De-brief

Ÿ Ask the groups to share their list of words. Some of the words are benefits, comp. time, deduction, employee 
training, holidays, lay-off, leave, maternity leave, mentor, notice, paternity leave, and time sheet.

Team Activity

Team Activity
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Do
Ÿ Instruct the participants to identify the key terms an employee of a company should know. They can use the 

same chart paper for this activity. 

Ÿ Give them 5 minutes for this activity.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Note: You can either summarize the key points of the unit or have a role play where an employee has just 
joined a company and the HR Manager explains the terms of employment. 

Summarize
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Key Learning Outcomes

14. Discuss ways to assess problem solving skills

3. Discuss the characteristics of an entrepreneur

7. List the traits of an effective team

9. Discuss how to listen effectively

6. Discuss the benefits of effective leadership

12. Discuss how to solve problems

1. Discuss the concept of entrepreneurship

2. Discuss the importance of entrepreneurship

5. List the qualities of an effective leader

8. Discuss the importance of listening effectively

10. Discuss the importance of speaking effectively

At the end of this unit, participants will be able to:

4. Describe the different types of enterprises

11. Discuss how to speak effectively

13. List the important problem solving traits

27. Discuss how to deal with failure

15. Discuss the importance of negotiation

17. Discuss how to identify new business opportunities

18. Discuss how to identify business opportunities within their business

19. Discuss the entrepreneurial process

22. Discuss the key schemes to promote entrepreneurs

24. Discuss the relationship between entrepreneurship and resilience

16. Discuss how to negotiate

23. Discuss the relationship between entrepreneurship and risk appetite

21. Discuss the purpose of the 'Make in India' campaign

26. Recall entrepreneurial success stories

25. Describe the characteristics of a resilient entrepreneur

20. Describe the entrepreneurship ecosystem

Unit 6.5: Understanding Entrepreneurship
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At the end of this unit, participants will be able to:

Ÿ Discuss the concept of entrepreneurship

Ÿ Discuss the importance of entrepreneurship

Ÿ Describe the different types of enterprises

Ÿ Discuss the characteristics of an entrepreneur

Unit Objectives

Ÿ Participant Handbook

Say

Resources to be Used

Ÿ Let's start this session with some interesting questions about Indian entrepreneurs.

2. Who is the Chairman of Wipro Limited?

6. Who is the founder of Jugnoo?

1. Who is the founder of Reliance Industries? 

 Samar Singla (autorickshaw aggregator)

 Bhavish Aggarwal

Quiz Questions

7. Who is the founder of OYO Rooms?

 Bhavish Aggarwal

4. Who is the founder of Paytm? 

3. Who launched e-commerce website Flipkart?

5. Who is CEO of OLA Cabs?

 Sachin Bansal and Binny Bansal

 Vijay Shekhar Sharma

 Azim Premji

 Dhirubhai Ambani

Do

Ÿ If the answer is incorrect pass the question to the other group. 

Ÿ Divide the class in to two groups.

Ÿ Tell them that you will ask them few questions about a few entrepreneurs.

Ÿ In turns ask the quiz questions to the groups.

Ÿ Share the answer if the groups are not able to answer.

Ÿ Congratulate the participants who answered correctly.

Team Activity

Unit 6.5.1: Concept Introduction (Characteristic of an 
Entrepreneur, types of firms/tyoes of enterprises)
Unit 6.5.1: Concept Introduction (Characteristic of an 
Entrepreneur, types of firms/tyoes of enterprises)

Say
Ÿ Talk about entrepreneurs, importance of entrepreneurship, characteristics of successful entrepreneurs, and 

different types of enterprises in India as discussed in the Participant Handbook.

Ÿ Tell the participants, stories of successful Indian entrepreneurs- their struggles, the moments of heartbreak, 
the perseverance and triumph.

Ÿ Ask them if they know of any such entrepreneur.

Ask

Ÿ What are different types of enterprises that an entrepreneur in India can own and run?

Ÿ What do you understand by entrepreneurs?

Ÿ What is the importance of entrepreneurship in today's scenario?

Ÿ What do you think are the characteristics of successful entrepreneurs?

Ÿ Close the discussion by summarizing about the opportunities for entrepreneurs in India.

Summarize

Notes for Facilitation

Ÿ Check out different Government schemes for small entrepreneurs. Share the information with the 
participants.  

Ÿ You can tell them about the government websites like Start Up India, mudra.org.in etc.

Ÿ Discuss about various schemes and policies by the Government of India for entrepreneurs.
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Say
Ÿ Talk about entrepreneurs, importance of entrepreneurship, characteristics of successful entrepreneurs, and 

different types of enterprises in India as discussed in the Participant Handbook.

Ÿ Tell the participants, stories of successful Indian entrepreneurs- their struggles, the moments of heartbreak, 
the perseverance and triumph.

Ÿ Ask them if they know of any such entrepreneur.

Ask

Ÿ What are different types of enterprises that an entrepreneur in India can own and run?

Ÿ What do you understand by entrepreneurs?

Ÿ What is the importance of entrepreneurship in today's scenario?

Ÿ What do you think are the characteristics of successful entrepreneurs?

Ÿ Close the discussion by summarizing about the opportunities for entrepreneurs in India.

Summarize

Notes for Facilitation

Ÿ Check out different Government schemes for small entrepreneurs. Share the information with the 
participants.  

Ÿ You can tell them about the government websites like Start Up India, mudra.org.in etc.

Ÿ Discuss about various schemes and policies by the Government of India for entrepreneurs.
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Ÿ List the traits of an effective team

At the end of this unit, participants will be able to:

Ÿ List the qualities of an effective leader

Ÿ Discuss the benefits of effective leadership

Unit Objectives

Ÿ Participant Handbook

Ÿ Blank sheets of paper and pens

Resources to be Used

Do

Say

Ÿ A boss blames employees for the breakdown whereas a leader fixes breakdowns.

Ÿ A boss focuses on structure and inspires fear whereas a leader follows vision and generates enthusiasm.

Ÿ A boss depends on authority whereas a leader depends on goodwill.

Ÿ A boss says “I” and a leader says “We.”

Ÿ This picture depicts the qualities of a leader and the difference between a leader and a boss. 

Ÿ A boss takes credit whereas a leader gives credit.

Ÿ A boss drives employees whereas a leader coaches them.

Say
Ÿ Talk about leadership and leadership qualities for an entrepreneur as discussed in the Participant Handbook.

Ask
Ÿ Why is it important for a leader to be effective? How does it help the organization?

Ÿ Ask them to quickly write on a piece of paper what comes to their mind after seeing the picture.

Ÿ Show the picture given below to the class.

Ÿ Encourage participants to share their thoughts.

Ÿ Now ask them, “What do you understand from this picture?”

Unit 6.5.2: Leadership and TeamworkUnit 6.5.2: Leadership and Teamwork
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Long Chain

Ÿ This is a group activity.

Do
Ÿ Divide the class into 2 teams.

Ÿ Ask each team to create a chain using materials they have in class such as shoe laces, belts, paper, 
handkerchief, ribbons, etc.

Ÿ The team that creates the longest chain wins the game.

Ÿ Observe if the participants are interacting with their team or working in isolation. 

Ÿ Share your observations with the class.

Say

Ÿ How does this activity explain the role of teamwork in entrepreneurial success?

De-brief:

Ÿ What did the winning team do differently?

Ÿ Who was responsible for the winning team's success?

Say
Ÿ Tell the class that both the teams performed well.

Ÿ It will set the pace and enthusiasm required for all the ensuing teamwork activities.

Ÿ The participants should aim to keep the communication channels open when interacting with their peers and 
team members. 

Ÿ Discuss that the objective of this activity was to open communication channels and how this has been 
achieved. 

Ÿ Talk about teamwork and importance of teamwork in entrepreneurial success as discussed in the Participant 
Handbook.

s Teamwork helps employers in generating more number of solutions to a problem and developing 
improved communication amongst employees.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Close the discussion by summarizing about the importance of teamwork for employees. 

s Teamwork helps in reducing stress for the employees. 

Ÿ Ask the participants what they have learned from these exercises.

Summarize

Say

Ÿ “Out-of-the-box thinking” is one of the new leadership styles. It means thinking differently and from a new 
perspective.

Ÿ Let us discuss benefits of effective leadership as discussed in the Participant Handbook.

Ask
Ÿ Do you consider yourself a team player?

Team Activity
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Ÿ Discuss the importance of speaking effectively

At the end of this unit, participants will be able to:

Ÿ Discuss how to listen effectively

Ÿ Discuss the importance of listening effectively

Ÿ Discuss how to speak effectively

Unit Objectives

Ÿ Participant Handbook

Resources to be Used

Say

Ÿ The barriers to communication like language, disturbance and noise, poor listening skills, boredom, poor 
speaking skills, etc. are the potential reasons this happens. 

Ÿ It is important to accept the reality of miscommunication and work to minimise its negative impacts.

Ÿ There are various aspects to communication. Speaking skills and listening skills are two major components to 
any communication. There is always some room for improvement in the way we communicate.

Ÿ No, the original message was not same at the end of game.

Activity – Chinese Whisper

Activity 1

Step 1: Form a circle.

Step 2: Start a whisper chain. Any one participant will whisper a message into his/her neighbour's ear. No one 
else must hear the message. The message can be serious or downright silly.

Compare them and have a great laugh! 

Step 3: The next person who first heard the message should whisper the message very quickly to the person 
sitting next to them. 

Step 4: The game goes on until the last person says whatever they heard out loud and the first person reveals 
the real message. 

Ask

Ÿ Was the original message the same as the message that is communicated at the end of the game?

Ÿ Why do you think there was a difference in the messages?

De-brief questions:

Unit 6.5.3: Communication Skills: Listening & Speaking: The 
Importance of Listening Effectively
Unit 6.5.3: Communication Skills: Listening & Speaking: The 
Importance of Listening Effectively
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Say

Ÿ If I go to the store to get bread, I exchange money for the bread. I give something and get something in return. 
Communication takes place in the same manner. You have to provide and receive information for 
communication to take place.

Ÿ It involves effective speaking and effective listening.

Ÿ Communication is a two-way process where people exchange information or express their thoughts and 
feelings

Say
Ÿ Let's play a game to understand effective listening process better. 

Ask
Ÿ How often do you hear these statements? 

s “You're not listening to me!”

Ÿ We will not talk about the importance of listening effectively as discussed in the Participant Handbook.

s “Why don't you let me finish what I'm saying?”

s “You just don't understand!”

Ÿ What do you think the other person is trying to convey to you through these sentences?

Do

Ÿ You will read it at a stretch and if need be repeat it once more.

Ÿ This is a class activity.

Ÿ Instruct them to listen carefully.

Ÿ The participants need to answer the questions they hear.

Ÿ Keep a check on time.

Ÿ Tell the participants to raise their hand if they know the answer to the question asked.

Riddles:

Activity 2

Is there any law against a man marrying his widow's sister?

If you went to bed at eight o'clock at night and set the clock's alarm to ring at nine o'clock, how many hours of 
sleep would you get?

Do they have a 26th of January in England?

If you had only one match and entered a dark room that had a kerosene lamp, oil heater, and a wood stove, 
what would you light first?

The Delhi Daredevils and the Chennai Super Kings play five IPL matches. Each wins three matches. No match 
was a tie or dispute. How is this possible?

There was an airplane crash. Every single person died, but two people survived. How is this possible? 

If an airplane crashes on the border of two countries, would unidentified survivors be buried in the country 
they were travelling to or the country they were travelling from?
A man builds an ordinary house with four sides except that each side has a southern exposure. A bear comes 
to the door and rings the doorbell. What is the colour of the bear?
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Answers:

There's no law against a man marrying his widow's sister, but it would be the neatest trick in the book since to 
have a widow, the man would have to be dead.

You'd get one hour's sleep since alarm clocks do not know the difference between morning and night. 

Oh, yes. They have a 26th of January in England. They also have a 27th, a 28th, and so on.

First of all, you would light the match.

Who said the Delhi Daredevils and the Chennai Super Kings were playing against each other in those games?

Every SINGLE person died, but those two were married.

You can't bury survivors under any law especially if they still have enough strength to object.

The bear that rang the doorbell would have to be a white bear. The only place you could build a house with 
four southern exposures is at the North Pole where every direction is in South.

Say
Ÿ There is a difference between hearing and listening. 

Ÿ It is important to listen effectively and carefully without making assumptions.

Ÿ Be open-minded while listening to someone. 

Ÿ If you don't listen properly, the message may be misunderstood. 

Ask
De-brief question:

Ÿ How can you overcome barriers to listening?

Ÿ What were the barriers that came into your way of listening?

Then, as you try to organize your thoughts, his meeting is called, and he is on his way. If you would been better 
prepared, you're sure that he would have stayed long enough to schedule a meeting with you too.

You are in the lift of a hotel and you bumped into your former client who is a famous businessman. He has 
financed a lot of small business ventures and can finance your new start-up too. After exchanging pleasantries, 
he asks you what your new company does. You open your mouth, and then pause. Where do you even begin? 

Elevator Pitch:

If you were given another chance, what would you have said to this person?

Activity 3

Do

Ÿ This task should be done spontaneously allowing only a little time to think (30 seconds).

Ÿ For example: There was once a student who was looking for a job after graduation.

Ÿ Start off the task by providing a beginning sentence to get the story started, and then go around the 
classroom getting each one to add a new sentence to keep the story going. 
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Notes for Facilitation

Ÿ Tell the participants to follow these steps to create a great pitch, but bear in mind that you'll need to vary your 
approach depending on what your pitch is about.

1. Identify Your Goal: Start by thinking about the objective of your pitch. For instance, do you want to tell 
the potential clients about your organization? Do you have a great new product idea that you want to 
pitch to an executive or do you want a simple and engaging speech to explain what you do for a living?

3.  Communicate Your USP: Your elevator pitch also needs to communicate your unique selling 
proposition or USP. Identify what makes you, your organization or your idea unique. You'll want to 
communicate your USP after you've talked about what you do.

"My company deals with cloth retail online business and we use various e-commerce platforms to sell our 
products. This means that you can do shopping with ease and spend time on other important tasks. Unlike other 
similar companies, we have a strong feedback mechanism to find out exactly what people need. This means that, 
on average, 95 percent of our clients are happy with our products. So, how can you help us in creating our own 
web portal?

4.  Engage with a Question: After you communicate your USP, you need to engage your audience. To do 
this, prepare open-ended questions (questions that can't be answered with a "yes" or "no" answer) to 
involve them in the conversation. Make sure that you're able to answer any questions that he or she 
may have.

2. Explain What You Do: Start your pitch by describing what your organization does. Focus on the 
problems that you solve and how you help people. Ask yourself this question as you start writing: what 
do you want your audience to remember most about you? Keep in mind that your pitch should excite 
you first. After all, if you don't get excited about what you're saying neither will your audience. People 
may not remember everything that you say, but they will likely remember your enthusiasm.

5.  Put it all Together: When you've completed each section of your pitch, put it all together. Then, read it 
aloud and use a stopwatch to time how long it takes. It should be no longer than 20-30 seconds. 
Remember, the shorter it is, the better!

Here's how your pitch could come together:

Example:

6.  Practice: Like anything else, practice makes perfect. Remember, how you say it is just as important as 
what you say. If you don't practice, it's likely that you'll talk too fast, sound unnatural or forget important 
elements of your pitch. Set a goal to practice your pitch regularly. The more you practice, the more 
natural your pitch will become. Practice in front of a mirror or in front of colleagues until the pitch feels 
natural. 

Ÿ Close the discussion by summarizing how to speak effectively as discussed in the Participant Handbook.

Summarize

245



246

Facilitator Guide

Ÿ Participant Handbook

Say

Resources to be Used

Ÿ Similarly, obstacles are the hurdles you may face while reaching your goal i.e. to set-up your own business. 
Your goal will be to reach the finishing line after crossing these hurdles.

Ÿ Discuss the definition of problem as given in the Participant Handbook.

Ÿ In a hurdle race the hurdles are the obstacles on the way to reach your goal. 

Ÿ Discuss the importance of negotiation

At the end of this unit, participants will be able to:

Ÿ Discuss how to solve problems

Ÿ List the important problem solving traits

Ÿ Discuss ways to assess problem solving skills

Ÿ Discuss how to negotiate

Unit Objectives

Ask

Ÿ What do you think are the problems you may  face in the process of becoming a successful entrepreneur?

Ÿ What is a 'problem'? 

Ask
Ÿ What do you do when you face a problem?

Ÿ How do you resolve it? You can pick examples from the question asked previously 'the problems they are 
likely to face in the process of becoming a successful entrepreneur'. 

Say
Ÿ Discuss how to solve problems as given in the Participant Handbook.

Ÿ This is a group activity.

Ÿ The groups will solve the problem and come up with the best solution in each case.

1. Unable to arrange for some extra finance for setting up a beauty parlour. The loan sanctioned and disbursed is 
not enough. You have tried all your contacts, friends and relatives. But unable to manage the extra amount. 
Bank will not sanction more amount as you have used up the complete sanction limit.

2. You have rented a space for your business and all arrangements are done. You will be operating from the 
office space rented in two days. Now the owner comes up to you and says he wants to sell the place and wants 
you to vacate in 15 days. 

3. You have just set up your business and need extra human resource. You have tried invieing a few also tied up 
with an agency for getting the right candidate. But you are unable to get the right candidate. If the candidate is 
good, you cannot offer the salary demanded. If the candidate agrees to the salary, he/she has other demands 
like working hours to be reduced, leaves etc. which may not work for your set up.

Team Activity

Unit 6.5.4: Problem Solving & Negotiation SkillsUnit 6.5.4: Problem Solving & Negotiation Skills
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Say
De-brief questions:

3. Is this the best solution presented?

1. What was the problem?

2. Is there any other alternative solution?

Do

Ÿ Divide the class into three groups. Give one scenario to each group. 

Ÿ Explain the purpose and duration of the activity.

Ÿ Ask the groups to build on the scenario and present their solution as a role play.

Say
Ÿ Discuss the important traits for problem- solving as given in the Participant Handbook.

Ask

Ÿ Try to think of some people around you who are able to solve problems very easily. Even you or your friends 
might be approaching them when there is a problem. What qualities do they have? What personality traits do 
such people possess? 

Ask
Ÿ In order to build a successful organization, you need to hire people who possess good problem solving skills. 

How would you assess the level of problem solving skills of potential candidates before hiring them? 

Say

Ÿ Discuss how to assess for problem- solving skills as given in the Participant Handbook.

Ÿ  Ask the participants the things that they have learnt so far.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Summarize the discussion on problem solving.

Summarize

Activity
Ÿ The activity is to organise an election event. Select three volunteers from the group. They have to give a 

speech on their election manifesto to the class. They have to negotiate with the fellow participants and 
convince them to vote for them. The best negotiator will win the election.

Do

Ÿ Explain the purpose and duration of the activity.

Ÿ Ask three participants to volunteer for the activity.

Ÿ Set guidelines pertaining to discipline and expected tasks.
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Ask

Ÿ Have you ever tried to negotiate in your personal or professional life? 

Ÿ Ask the class to share some of their experiences where they have been able to strike a deal by negotiating. 

Ÿ Out of the three contestants, whom would you support? Why? What did they say or do which convinced you 
to make your decision?

Say

Ÿ Discuss “What is Negotiation?” as given in the Participant Handbook.

Ask
Ÿ Why is it important to negotiate? As an entrepreneur, where do you think that negotiation skills will be 

needed?

Say

Ÿ Discuss the importance of negotiation while starting a business as given in the Participant Handbook.

Say

Ÿ Discuss the important steps to negotiate as given in the Participant Handbook.

Ÿ Explain the purpose and duration of the activity.

Ÿ Ask the students to assemble together. 

Ÿ Conduct a role play activity.

Ÿ Set guidelines pertaining to discipline and expected tasks.

Do

Ÿ Give them the hand-outs for role play scenarios.

Ÿ Other two groups to be given scenarios on negotiation.

Ÿ The groups will build on the scenarios and prepare for the role play.

Ÿ Invite each group one by one to come and present their role play.

Ÿ Two groups to be given scenarios on problem solving.

Ÿ Give the groups atleast 5 mins to discuss and be ready with the role play.

Ÿ Divide them into groups of four (4) (depending on the batch size).

It's around 11 AM, when a customer barges in to the shop and starts shouting at Avinash for giving her back 
the instrument which is still not working. The screen of her mobile is also cracked from one side. Avinash 
remembered thoroughly checking the handset before handing it over to the customer. The customer 
threatens to sue the company and to go to Consumer Court for cheating her.

Problem solving Scenario 1

Avinash has a Mobile Repair Store in Allahabad. His outlet is one of the most popular one in the vicinity and 
he has great rapport with his customers. He is always well-dressed, jovial and full of energy.

Role Play
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Problem solving Scenario 2

You often hear from your customers that the orders don't get delivered on time or wrong products get delivered.

Another set of customers lodged complaint about the misconduct and rude behaviour of a particular staff member. 

You have already been struggling with shortage of staff and such complaints are a serious concern as it is 
hampering your brand image. What strategies will you adopt to solve this problem?

Recently, lot of customers have been coming to you and lodging complaints that your staff members indulge 
in malpractices. Few of them informed you that a staff member engaged them in a friendly conversation. In 
the meanwhile, the other gave them lesser packets of aggarbattis than they paid for. 

You are running a successful small scale business, Shreeji Aggarbattis,. Your staff members do door to door selling 
and organise marketing campaigns in local markets. Your brand has established it's name in last few years. 

You have interviewed a prospective new employee who could be a key member of your new entrepreneurial 
venture. The new person is demanding a salary that is 20% higher than you thought based on your business 
plan. Finances are tight, yet you believe this person could make a significant impact on future profits. If you 
paid the required salary for the new person, then you would have to restructure your entire business plan. 
You've been searching for an individual with this skill level for three months. to the candidate is waiting for 
your response.  Now you have to call him in to make the final negotiations. 

Negotiation Scenario 1

You are a young entrepreneur who has just registered his start up project and applied for a bank loan 
accordingly. You receive a letter saying that your loan application has been rejected as your start up idea did 
not appeal to the bank and they think that it is not a revenue generating model. You have taken an 
appointment to meet the manager and show your negotiation skills to get your loan approved. 

Negotiation Scenario 2

Notes for Facilitation
Facilitating Role Plays

4. Give the pairs/ groups 10 to 15 minutes to conduct the role-play (depending on the duration of the session). 

5. After all the groups have finished with the role-play, conduct a debriefing session on each role-play. 

1. Carefully review the details of the scenario and the character descriptions.

2. Become familiar with the key issues being addressed in the scenario.

2. Ask participants to form pairs. Direct the members of each group to choose who will play the roles. Remind 
the groups that each participant should be given the opportunity to play/practice the different roles.

4. Anticipate and know how to address issues participants might raise during the activity. 

Preparing for the activity

3. Study the provided material so that you are ready to address issues related to the situations depicted in the 
role-plays. 

1. Introduce the activity. Emphasize that role-playing provides participants with an opportunity to apply their 
new knowledge, skills, and tools in situations that simulate actual interactions with customers. 

6. Ask the groups to take five minutes to talk about what happened during the role-play. The groups should 
discuss the questions given in the debriefing for each role-play. Encourage participants to provide 
constructive criticism during their discussions.

3. Conduct a demonstration so that participants become familiar with the expectations related to the roles and 
support materials. 

Conducting the activity

Ÿ Wrap the unit up after summarizing the key points and answering questions.

Summarize
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At the end of this unit, participants will be able to:

Ÿ Discuss how to identify new business opportunities

Ÿ Discuss how to identify business opportunities within their business

Unit Objectives

Ÿ Participant Handbook

Ÿ Blank sheets of paper 

Ÿ Pens

Resources to be Used

Say
Ÿ Let's talk about opportunity, common queries or concerns faced by entrepreneurs, idea as an opportunity, 

factors to consider when looking for opportunities, ways to identify new business, and opportunity analysis 
as discussed in Participant Handbook.

Ÿ Let's do an activity to understand ways to identify business opportunities within your business.

Ask

Ÿ What do you think are the common queries or concerns faced by entrepreneurs?

Ÿ How does an entrepreneur identify an opportunity?

Ÿ How can you identify new business opportunity?

Do

Ÿ Tell the participants to create a matrix on their notebooks.

Ÿ There will be four boxes in your matrix.

Ÿ Strength, Weakness, Opportunity and Threats will be the four headings of the matrix. This is called the SWOT matrix. 

Ÿ Tell the class that this is an individual activity.

Ÿ Read out the questions to them and tell the participants they need to answer the questions asked in each matrix. 

Ÿ Tell them they can also use their own understanding of themselves to fill the SWOT matrix.

Do your SWOT analysis

Activity

What unique capabilities do you possess?

What are your strengths?

Strength

What do you do better than others?

What do others perceive as your strengths?

Weakness

What are your weaknesses?

What do your competitors do better than you?

What opportunities are available to you?

Opportunity

What trends may positively impact you?

Threat

What trends may negatively impact you?

Do you have solid financial support?

Unit 6.5.5: Business Opportunity Identification: Entrepreneurs and 
Opportunities
Unit 6.5.5: Business Opportunity Identification: Entrepreneurs and 
Opportunities
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Do
Ÿ Congratulate everyone for the class activity.

Ÿ Ask de-brief questions to cull out information from the participants.

Ÿ Allot the participants sufficient time to complete this activity, but do keep a check on time. 

Ÿ Ask the audience to applaud for themselves.

Ask
De-brief questions:

Ÿ What are your weaknesses according to your SWOT analysis?

Ÿ Do you think you can change your weakness into strength? How?

Ÿ Do you think you can work on your threats? How?

Ÿ Close the discussion by summarizing ways to identify business opportunities within your business.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what they have learned from this exercise.

Summarize
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Ÿ Participant Handbook

Ÿ Chart papers

Ÿ Marker pens

Ÿ Pencils

Ÿ Colour pencils

Ÿ Eraser

Ÿ Scale 

Ÿ Other requisite stationery material 

Resources to be Used

At the end of this unit, participants will be able to:

Ÿ Describe the entrepreneurship ecosystem

Ÿ Discuss the key schemes to promote entrepreneurs

Ÿ Discuss the purpose of the 'Make in India' campaign

Ÿ Discuss the entrepreneurial process

Unit Objectives

Ask

Ÿ What do you think is an eco-system?

Ÿ What do you think 'entrepreneurship support eco-system' means?

Ÿ Do you think that entrepreneurs need support?

Say
Ÿ Let's learn what entrepreneurship support eco-system means.

Ÿ Discuss 'Entrepreneurship Support Eco-System' as given in the Participant Handbook.

Ask

Ÿ What are the key domains of the support eco-system?

Ÿ Can you define entrepreneurship support eco-system?

Say
Ÿ Let's learn more about these domains by conducting an activity.

Ÿ You have to make a poster showing the components of the six main domains of entrepreneurship support 
eco-system.

Ÿ Making a poster showing the entrepreneurship support eco-system.

Team Activity

Unit 6.5.6: Entrepreneurship Support Eco-SystemUnit 6.5.6: Entrepreneurship Support Eco-System
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Do

Ÿ Explain the purpose and duration of the activity.

Ÿ Go around checking the progress of each group.

Ÿ Hand out chart paper and coloured pens.

Activity De-brief

Ask each group to display their poster and explain the key domains of entrepreneurship support eco-system.

Ÿ Set guidelines pertaining to discipline and expected tasks.

Ÿ Divide the class into groups of four or six.
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Ask
Ÿ What kind of government support eco-system is available for entrepreneurs in India?

Say
Ÿ Discuss 'Make in India' campaign as given in the Participant Handbook.

Ÿ Presentation on key schemes to promote entrepreneurs

Do

Ÿ Ask them to read the scheme carefully and present it to the class.

Ÿ Go around checking the progress of each group.

Ÿ Divide the class into pairs. 

Ÿ Eumber each pair from 1-15.

Ÿ Assign a scheme, same as their group number, to each group.

Ÿ Explain the purpose and duration of the activity.

Ÿ Set guidelines pertaining to discipline and expected tasks.

Activity De-brief

Ÿ Ask each group to explain the scheme offered by government to promote entrepreneurs.

Ÿ Summarize the unit by discussing the key points and answering questions the participants may have.

Summarize

Team Activity
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Ÿ Participant Handbook

Ÿ Blank sheets of paper

Ÿ Chart papers

Ÿ Pens and marker pens

Resources to be Used

At the end of this unit, participants will be able to:

Ÿ Describe the characteristics of a resilient entrepreneur

Ÿ Discuss the relationship between entrepreneurship and resilience

Ÿ Discuss the relationship between entrepreneurship and risk appetite

Unit Objectives

Ask

Ÿ What do you people mean when they say, “This may be a risky proposition”?

Ÿ Can you define risk or explain what constitutes a risk?

Ÿ What risks are they talking about?

Ÿ Let's have a look at these two examples:

Since he was going with his family, and did want take the risk of getting lost, he left early. He took the 
Kaladhungi road and reached Nainital well in time.

Rohit and his family were travelling by car from Delhi to Nainital. It was their second trip there. Rohit was 
familiar with the road. His friends told him that the highway after Rampur was in a bad condition. They 
advised him to take a shortcut and turn left from Moradabad and take the Kaladhungi road. This road is in a 
better condition.

Suresh too decided to take the Kaladhungi road but he left Delhi in the afternoon. It was dark by the time he 
reached Kaladhungi, and he was sure that he was taking the correct turn. As it was late, he could not find 
anyone to give him directions. He ended up being in an unknown place that was scarcely inhabited.

Suresh and his family too were travelling by car from Delhi to Nainital. It was their second trip there. His 
friends too advised him to take a shortcut and turn left from Moradabad and take the Kaladhungi road as this 
road was in a better condition.

Say

Ÿ Discuss 'Risk Appetite and Resilience' with the participants as given in the Participant Handbook.

Ÿ Let's see what type of risks Rohit and Suresh took. 

Say
Ÿ Let's learn more about risk appetite and resilience with the help of an activity.

Example Example

Unit 6.5.7: Risk Appetite & ResilienceUnit 6.5.7: Risk Appetite & Resilience
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Ask

Ÿ What happens if the first venture is not successful?

Ÿ Should the entrepreneur stop when faced with challenges or face them?

Ÿ Do you think all entrepreneurial ventures are successful?

Ÿ Let's have a look at the following example:

Ÿ This is a group activity.

Risk Appetite 

Ÿ In the previous unit, you read success stories of Mr Dhirubhai Ambani and Dr Karsanbhai Patel. 

Ÿ Mr Ambani left his job and started his company Reliance with just Rs. 50,000/-. 

Ÿ Dr Patel kept his job, went door-to-door to sell Nirma, and only when the brand started gaining popularity 
did he start his own company.

Ÿ What types of risk did both of them take?

Ÿ What risk factors, do you think, did they keep in mind before launching their company?

Ÿ Write the Risk Appetite Statement of both the companies.

Ÿ What are the differences between the Risk Appetite Statement of both the companies?

Activity De-brief

Ÿ Who took a greater risk?

Do

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Divide the class into small groups of 4.

Ÿ Tell the participants that they have to evaluate the risks taken by Mr Dhirubhai Ambani and Dr Karsanbhai 
Patel.

Ÿ Give the participants 15 minutes to discuss and write.

Ÿ Give each group a chart paper.

Ÿ Instruct the participants that this is group work.

Vijay Shekhar Sharma is the founder of Paytm, which is a giant Indian e-commerce. He was born in a middle-
class family in Uttar Pradesh. He started his first job at an MNC. He quit after six months and built a company 
One97 with his friends. As One97 grew bigger, it needed more money because it was running more servers, 
bigger teams, and had to pay royalty. At that time, the tech bubble popped and technology companies were 
running in losses. Finally, money ran out. So One97 took loans and then more loans at higher rates of interest, 
as high as 24 per cent, and became caught in a vicious cycle.

In 2014, Paytm was launched with online wallet services after which, the company enabled online payment 
transactions. The company got licenses from RBI in 2016 to launch India's first ever payment bank. Moreover, 
the main motive of Paytm was to transform India into a cashless economy.

After demonetization came into effect, Vijay Shekhar Sharma started promoting online and digital 
transactions to deal with the cash crunch. In fact, the service of the company's mobile wallet is accepted 
across India. The logo of Paytm is now popular almost everywhere from tea stalls to major companies.

Team Activity

Example Example
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Say
Ÿ Let's see what qualities made Vijay Shekhar Sharma a resilient entrepreneur. 

Ÿ Discuss Entrepreneurship and Resilience with the participants as given in the Participant Handbook.

Say
Ÿ Let's learn more about entrepreneurship and resilience with the help of an activity.

Entrepreneurship and Resilience

Ÿ This is a group activity.

Ÿ What challenging times did it face?

Ÿ How did it overcome those challenges?

Ÿ List the resilient characteristics of the entrepreneur.

Ÿ Think of some entrepreneurship ventures that faced challenging times, but later resulted in success 
stories.

Ÿ Who is the founder of that company?

Activity De-brief

Ÿ What is the success story of the company?

Ÿ Each group to give their presentation.

Ÿ Why did you choose this company?

Do

Ÿ Divide the class into small groups of 4.

Ÿ Give each group a chart paper.

Ÿ Tell the participants that they have to think of an entrepreneur who faced challenging times, but eventually 
succeeded.

Ÿ Instruct the participants that this is group work.

Ÿ Give the participants 15 minutes to discuss and write.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Clarify any questions or doubts they might have.

Ÿ Ask the participants what they learned from the activities.

Ÿ You can summarize the key points of the unit.

Summarize

Team Activity
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Ÿ Participant Handbook

Resources to be Used

At the end of this unit, participants will be able to:

Ÿ Recall entrepreneurial success stories

Ÿ Discuss how to deal with failure

Unit Objectives

Ask
Ÿ Have you heard the quote 'nothing is impossible'?

Ÿ Do you think that all successful entrepreneurs became famous overnight or did they have to struggle or face 
failure before succeeding? 

Ÿ What do you think it means?

Ÿ Let's have a look at this example.

Shah Rukh Khan, also known as, SRK or King Khan is a force to reckon with. Did he achieve stardom overnight? 
Shah Rukh Khan, who has seen many struggles in his life – he has slept on streets, struggled to support 
himself and his sister at a very young age, and lost his parents very early in life, which led to his sister seeking 
mental health support. Amidst all the chaos and challenges, he kept pushing himself, and today he stands tall 
as the 'Badshah of Bollywood'. Certainly those years were not easy for him. 

When he was young, he stood at Marine Drive and said, “I will rule this city one day”. Failure was not just his 
companion during or before his stardom, it is still a substantial part of his life. Success does not come easy. 
What made him a star was his acceptance of failure and the urge to improve.

Say

Ÿ Discuss “success and failure” with the participants as given in the Participant Handbook.

Ÿ How do you define success and failure? 

Ÿ What is fear?

Say
Ÿ Let's learn the about success and failure with the help of an activity.

Ask
Ÿ Have you felt or experienced fear? 

Ÿ How did you handle it?

Ÿ What led you to feel that emotion?

Example Example

Unit 6.5.8: Success and FailuresUnit 6.5.8: Success and Failures
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Ÿ Conduct a role play.

Ÿ Ask the participants to assemble together. 

Ÿ Explain the purpose and duration of the activity.

Ÿ Set guidelines pertaining to discipline and expected tasks.

Do
Ÿ Divide the class into groups of four.

Ÿ Ask the groups to stop the discussion as soon as the time is over.

Ÿ Invite each group one by one to come and present their role play.

Ÿ Go around and make sure they have understood what is to be done and are discussing the roles properly.

Ÿ Instruct them to think of one scenario where they have to interview a successful entrepreneur.

Ÿ They have to choose one person from the group as the interviewee and one as the interviewer.

Ÿ Check that everyone understands their role. Give clarifications if needed. Give the participants about 5 
minutes to discuss and decide their roles. 

Ÿ Wrap the unit up after summarizing the key points and answering questions.

Summarize

Notes for Facilitation

Preparing for the activity

Conducting the activity

4. Anticipate potential questions that might be raised by the participants and be ready to address them. 

2. Ask participants to form pairs. Direct the members of each group to choose who will play the roles. Remind 
the groups that each participant should be given the opportunity to play/practice the different roles.

5. Give the pairs 15-20 minutes to conduct the role play. 

7. After all the pairs have finished with the role play, conduct a de-briefing session on each role play. 

6. Circulate among the groups to answer any questions that may arise and provide guidance as needed.

Facilitating Role Plays

1. Introduce the activity. Emphasize that role playing provides participants with an opportunity to apply their 
new knowledge, skills, and tools in situations that simulate actual interactions with customers. 

3. Conduct a demonstration so that participants become familiar with the expectations related to the roles and 
support materials.  

4. To maintain spontaneity of the interactions during the role play, ask the participants not to discuss the details 
of their roles prior to the role play. 

2. Become familiar with the key issues being addressed in the scenario.

8. Ask the groups to take five minutes to talk about what happened during the role play. The groups should 
discuss the questions given in the de-briefing for each role play. Encourage participants to provide 
constructive criticism during their discussions.

9. Conclude the activity by asking participants to think about whether and how they might use scripted role 
plays in their real life. 

1. Carefully review the details of the scenario and the character descriptions.

3. Study the provided material so that you are ready to address issues related to the situations depicted in the 
role plays.  

Role Play
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Key Learning Outcomes

4. Recall basic business terminology

12. Discuss ways to manage your risk

11. Explain the financial planning process

10. Discuss how to write a  business plan

15. List the important questions that every entrepreneur should ask before starting an enterprise

5. Discuss the need for  CRM

6. Discuss the benefits of CRM

7. Discuss the need for networking

14. Discuss how to manage their own enterprise

At the end of this unit, participants will be able to: 

1. Discuss how market research is carried out

3. Discuss the importance of idea generation

8. Discuss the  benefits of networking

2. Describe the 4 Ps of marketing

9. Differentiate between short-term, medium-term and long-term goals

13. Describe the procedure and formalities for applying for bank finance

Unit 6.6: Preparing to be an EntrepreneurUnit 6.6: Preparing to be an Entrepreneur
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At the end of this unit, participants will be able to: 

Ÿ Describe the 4 Ps of marketing

Ÿ Discuss the importance of idea generation

Ÿ Discuss how market research is carried out

Unit Objectives

Ÿ Chart papers, markers pens, blank sheets of paper

Ÿ Participant Handbook

Resources to be Used

Ask

Ÿ How will you promote your restaurant?

Ÿ Suppose, you want to open a restaurant,  what are the factors you will consider?

Ÿ Let's have a look at this example.

Arjun was an MBA working in a company. But he wanted to start a low cost budget hostel for foreign tourists 

coming to India. He did a lot or market research before starting the project. Based on the information he 

gathered, he made his business plan. His hostel is now flourishing and he is thinking of expanding to other 
tourist destinations. 

Say
Ÿ Discuss “Market Study” with the participants. Refer to  the Participant Handbook.

Ÿ Let's learn about market study and research with the help of an activity.

Ÿ You want to start your own tuition centre. 

Activity De-brief

Market Study

Ÿ This is a group activity.

Ÿ What type of research will you do?

Ÿ Encourage other groups to be interactive and ask questions.

Ÿ What factors did you keep in mind while doing your research?

Ÿ Based on our research would you go ahead and open a tuition centre?

Ÿ Ask each group to come forward and give a brief presentation.

Example Example

Team Activity

Unit 6.6.1: Market Study/The 4Ps of Marketing/Importance of an 
IDEA: Understanding Market Research
Unit 6.6.1: Market Study/The 4Ps of Marketing/Importance of an 
IDEA: Understanding Market Research
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Say

Ÿ By opening a tuition centre you are offering a service.

Ask
Ÿ What factors will you keep in mind before opening it?

Say

Ÿ Discuss “The 4Ps of Marketing” with the participants as given in the Participant Handbook.

Say

Ÿ Let's learn about the 4Ps of Marketing with the help of an activity.

Ÿ Encourage other groups to be interactive and ask questions.

2.  Rural middle class

Ÿ Keeping the 4Ps of Marketing in mind, what marketing strategy will you design to sell the pen?

Activity De-brief

1.  Rural villagers

Ÿ Ask each group to  to present their strategy.

4.  Upper end rich people (Niche market)

Ÿ You have to sell a pen to four different segments:

4 Ps of Marketing

Ÿ This is a group activity.

3.  Urban middle class

Do

Ÿ Divide the class into four groups.

3.  Urban middle class

2.  Rural middle class

Ÿ Assign each group a target audience for selling the pens:

Ÿ Give each group a chart paper.

1.  Rural villagers

Ÿ Instruct the participants that this is group work.

Do

Ÿ Divide the class into small groups of 4 or 6.

Ÿ Tell the participants that they have to start their own tuition centre.

Ÿ  Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ Give the participants 10 minutes to discuss and write the research work they need to do.

Ÿ Instruct the participants that this is group work.

Ÿ Give each group a chart paper.

Team Activity
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Say
Ÿ Each entrepreneur has an idea of wants he wants to sell. It may be a service or a product.
Ÿ Discuss “Importance of an IDEA” as given in the Participant Handbook.

Ÿ Encourage them to ask if they have any doubts.

Ÿ Summarize the key points of the unit.

Ÿ Ask the participants what they learnt from the activities.

Summarize

4.  Upper end rich people

Ÿ Encourage other groups to be interactive and ask questions.

Activity De-brief

Ÿ Give the participants 20 minutes to discuss and come up with their strategy.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit

Ÿ Ask each group what they kept in mind while designing their marketing strategy.

Ÿ Ask each group to come forward and give a brief presentation.

Ÿ Tell the participants that they have to design a marketing strategy keeping the 4Ps of Marketing in mind.
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At the end of this unit, participants will be able to: 

Ÿ Recall basic business terminology

Unit Objectives

Ÿ Participant Handbook

Say

Resources to be Used

Do

Ÿ Explain the rules of the quiz. For each correct answer the group gets 1 mark. 

Ÿ Explain the purpose and duration of the activity.

Ÿ Divide the class in two groups and give a name to each group.

Ÿ If the group is unable to answer the question is passed to the next group.

Ÿ Keep a score of the groups.

Ÿ Ask the questions of the quiz.

Ÿ Set guidelines pertaining to discipline and expected tasks.

Ÿ Let's recall some basic business terminology.

Ÿ Let's learn some basic business terminology by having an activity.

Ÿ Discuss the Business Entity Concepts as given in the Participant Handbook.

Ÿ We will have a quiz today.

Ÿ The activity is a quiz.

ActivityActivity

Notes for Facilitation
QUESTIONS FOR THE QUIZ

4.  How is working capital calculated?

    A comprehensive account of a business' transactions and expenses

3.  Who is a sales prospect?

     Current assets minus current liabilities

1.  What does B2B mean?

     Business to business

2.  What is a financial report?

     A potential customer

Ÿ Summarize the unit by discussing the key points.  

Summarize

Unit 6.6.2: business Entity ConceptsUnit 6.6.2: business Entity Concepts
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7.   How will you calculate the net income?

5.   What is an estimation of the overall worth of a business called?

      Valuation

6.   You are buying a house. What type of transaction is it?

      Complex transaction

      Revenue minus expenses

8.   How is Return on Investment expressed?

       As percentage

9.   How will you calculate the cost of goods sold?

      Cost of materials minus cost of outputs

        Total amount of income before expenses are subtracted.

11.  What is a Break-Even Point?

10.  What is revenue?

        This is the point at which the company will not make a profit or a loss. The total cost and total revenues 
are equal.

15.    What are the two main types of capital?

14.   The degrading value of an asset over time is known as                      .

13.   What are the three types of business transactions?

         Simple, Complex and Ongoing Transactions

          Debt and Equity

         Depreciation

        A = P(1 + rt); R = r * 100

12.  What is the formula used to calculate simple interest?
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At the end of this unit, participants will be able to: 

Ÿ Discuss the need for  CRM

Ÿ Discuss the benefits of CRM

Ÿ Discuss the need for networking

Ÿ Discuss the  benefits of networking

Unit Objectives

Ÿ Participant Handbook

Say

Resources to be Used

Ask
Ÿ Can your business run without customers/buyers?

Ÿ Who is the most important entity in any business?

Ÿ Building long lasting relationships.

Ÿ Discuss about CRM and its benefits.  Refer to the  Participant Handbook. 

Ÿ The key to every success business lies on understanding the customer's expectations and providing excellent 
customer service. 

Ÿ Be available as per their need/ schedule.

Ÿ Handling complaints effectively.

Ÿ Collecting regular feedback.

Ÿ Providing excellent customer service entails:

Ÿ Collecting feedback from the customers regularly will enable you to improve your good/service.

Ÿ Treating your customers with respect. 

Ÿ “Let's understand it better with the help of some case scenarios.  You will be given some cases within your 
groups. You have to analyse the case scenario that has been given to you and then find an appropriate 
solution to the problem.”

Ÿ Handle customer complaints proactively. Ask “what happened”, “why it happened”, “how can it be avoided 
next time”, etc.

Do

Ÿ Put down the discussion points  (de-brief questions) on the board. Give the class 5-10 minutes to discuss the 
case and note down their solutions.

Ÿ Divide the class into four groups of maximum six participants depending on the batch size.

Ÿ Instruct them to read the case carefully.

Ÿ Give one case study to each group.

Ÿ The group is expected to analyse and discuss the case amongst them and find a solution to the given problem. 

Ÿ At the end of 10 minutes, the team should present their case solution to the class. 

Unit 6.6.3: CRM & NetworkingUnit 6.6.3: CRM & Networking

267



268

Facilitator Guide

Raju runs a business of wooden furniture. He has a huge list of customers on Facebook and WhatsApp who 

give him orders regularly. Ankita is one of his old and regular customers. She placed an order for a new chester 

and TV cabinet via WhatsApp and requested Raju to send them as soon as possible. When the parcel reached 

Ankita through courier she found that chester was broken and the TV unit was chipped from the bottom. 

Ankita was heartbroken. It was a complete waste of money. She sent a message to Raju on WhatsApp, 

expressing her anger and disappointment. Raju might lose an old customer forever if he doesn't satisfy the 

customer. What should Raju do to retain his customer?

Shailender is the manager of a car showroom. He proactively takes part in all the transactions that happen in 
his showroom. Vinita wants to buy a new car. She has chosen a car from Shailender’s showroom. The 
salesperson has given her a very good discount and has also promised free service for one year. Vinita goes to 
the showroom and asks to complete all the formalities to purchase the car. When she sees the final bill she 
realize  that she has not received the promised discount neither was there any mention of the free services. 
She immediately demands to see the Shailender. When Shailender’s head asks how much discount Vinita was 
promised, he realised the discount will make the sale in loss. The car showroom owner might lose a customer 
and deal due to false commitments made by his manager. Besides, the customer might tell this to other 
people, creating a bad name and image for the showroom. If you owned that showroom, how would you have 
convinced your  customer?

Rajni runs a boutique shop. She sells suits and sarees. She is one of the most successful designer in her city. 
Rajni swears that all the clothes in her boutique have unique designs. Smita has to attend her cousin's 
wedding; she goes to Rajni's boutique to buy a saree. Smita wanted a unique designer saree. Rajni customized 
a saree for her and sent it over the courier. When Smita had a look at the saree she realised her two friends had 
the same design sarees. She sent a message to Rajni on WhatsApp, expressing her anger and disappointment. 
Did Rajni make a false promise? Were her designs copied? What could happen to Rajni's image after this 
incident? What would you do if you were in Rajni's place? 

Scenario 4

Scenario 3

Scenario 2

Case Study Analysis

Shama is a beautician who offers parlour services to ladies by making home visits. Recently, Shama got her 
name registered on an e- commerce website. Two days earlier, she got a message from Mrs Sushma. The 
appointment was fixed for next day, 11:00 am and the remuneration for the services was decided beforehand. 
When Shama reached there at 10:50 am, Mrs Sushma was not at home. When Shama called her, she asked her 
to wait for a while. Mrs Sushma reached home at 11:45 am. Meanwhile, Shama had to reschedule her next 
appointment. After availing Shama’s services, Mrs Sushma refused to pay the requisite amount and started 
finding faults in the services provided by her. Who was at fault in this scenario? What should you do in case the 
customer behaves unreasonably? What would you do if you were in Shama’s place?

Team Activity

Say
Ÿ Now, let's discuss the problem and solution with the class.

Ÿ The group will first briefly describe the case to the class.

Ÿ Then discuss the issue identified and the proposed solution.

Ÿ Present the solution as a role play.

Ÿ Post presentation, the other groups may ask questions from the group that has presented.
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Ÿ Ask the participants what they have learnt from this exercise/ activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Close the discussion by summarizing the importance of CRM and Networking for entrepreneurs.

Ÿ Close the discussion by summarizing the importance of CRM and Networking for entrepreneurs.

Summarize

Say
Ÿ If your customers are happy with you they will give referrals which will help to grow your business. 

Ÿ One more way of growing business is 'Networking'. 

Ÿ Discuss Networking and its benefits. Refer to the Participant Handbook.

Group Discussion

Ÿ Conduct a group discussion in the class on how they can do networking for their business.

Activity

Do
Ÿ Congratulate each group for the presentation/ role play.

Ÿ Ask the audience to applaud for them.

Ÿ Keep a check on time. Tell the group to wind up the discussion quickly if they go beyond the given time limit.
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At the end of this unit, participants will be able to: 

Ÿ Differentiate between short-term, medium-term and long-term goals

Ÿ Discuss ways to manage your risk

Ÿ Discuss how to write a  business plan

Ÿ Explain the financial planning process

Unit Objectives

Ÿ Chart papers, blank papers, marker pens, ruler 

Ÿ Participant Handbook

Say

Resources to be Used

Do

Ask

Ÿ What time limit did you set for your goal- 3 weeks, 3 years, 10 years?

Ÿ While framing SMART goals, we talked about 'T' in SMART, which was 'Time Bound'? What do we mean by 
time  bound goals?

Ÿ Remember we had written SMART Goals in a previous session? Let's try and recall why it is important to set 
goals?

Ÿ Ask few participants to share their business ideas.

Ask
Ÿ As you are planning to become an entrepreneur, you must have thought of an idea for a start-up. What is your 

business idea?

Ÿ Talk about short term, long term and medium term goals, as discussed in the Participant Handbook.

Ask
Ÿ Have you created a business plan for your business idea?
Ÿ Do you think it is important to have a business plan in place? Why/ why not?

Say
Ÿ Talk about 'Why Create a Business Plan' as discussed in the Participant Handbook.

Ÿ Let's understand it better with the help of an activity.

Ÿ This is a group activity.

Writing a business Plan

Ÿ Give the groups the required resources such as chart paper and markers.

Team Activity

Unit 6.6.4: Business Plan: Why Set Goals?Unit 6.6.4: Business Plan: Why Set Goals?
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 2. Develop a business plan

 1. Create a business idea

Ÿ The group will discuss and come up with a new business idea and present their idea to the class. 

Ÿ The business plan prepared will be presented by the groups to the class.

Ÿ This activity is divided into two parts:

Ÿ In the second part of the activity the group will develop a business plan for the business idea.

MY BUSINESS PLAN

Executive Summary: What is your Mission Statement?

Business Description: What is the nature of your business?

Market Analysis: What is your target market?

Organization and Management: What is your company's organizational structure?

Service or Product Line: What is the lifecycle of your product/ service?

Marketing and Sales: How will you advertise and sell your products?

Funding Request: How much fund is required and from where? 

Say

Ÿ Groups will discuss and develop the business plan for their business idea.

3. Market Analysis

Ÿ Make your business plan on a chart paper based on the following parameters: 

2. Business Description

Ÿ Discuss each parameter with the business idea examples of the groups. 

Ÿ Use the blank papers for the second part of this activity

Ÿ Teams will need to brainstorm for this part of the activity.

1. Executive Summary

5. Service or Product Line

6. Marketing and Sales

4. Organization and Management

Ÿ Explain each parameter in detail as done in the Participant Handbook.
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Do

Ÿ Keep a check on time. Tell group to wind up the discussion quickly if they go beyond the given time limit.

Ÿ Ask the audience to applaud for them.

Ÿ Congratulate each group for sharing their points.

Say
Ÿ Along with a business plan, you need to create a financial plan and evaluate the risk involved with your start 

up.

Ÿ Discuss 'Financial Planning' and 'Risk Management' in detail as given in the Participant Handbook.

Ÿ Ask the participants what they have learnt from this exercise/ activity.

Ÿ Ask if they have any questions related to what they have talked about so far.

Summarize

Notes for Facilitation
Ÿ Keep the business plan format ready in a flipchart to display it during the activity.

Ÿ Each group will briefly describe the plan to the class.

Ÿ Now, let's share our plan with the class.

Ÿ Post presentation, the other groups may ask questions to the group who have presented their plan. 

Say
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Ÿ Describe the procedure and formalities for applying for bank finance

At the end of this unit, participants will be able to: 

Unit Objectives

Ÿ Participant Handbook

Ÿ Bank loan/finance form sample

Say

Resources to be Used

Ask
Ÿ While preparing a business plan in the last session, we discussed financial planning to arrange financial 

resources  for your start-up. Therefore, how will you collect funds to start your business?

Ÿ Bootstrapping: Also called self-financing is the easiest way of financing 

Ÿ Angel investors: Individual or group of investors investing in the company

Ÿ Some of the funding options available in India are:

Ÿ While most entrepreneurs think 'product' is the most difficult thing to decide for a business, start-up capital 
poses an even a bigger obstacle. Though there are various ways of funding the business, to convince investors 
to  invest money is the most challenging. 

Ÿ Crowd funding: Funds are collected by consumers pre-ordering or donating for starting the business.

Ÿ Venture capitalists: Venture capitals are professionally managed funds who invest in companies that 
have huge potential. They usually invest in a business against equity.

Ÿ Bank loans: The most popular method in India.
Ÿ Microfinance Providers or NBFCs
Ÿ Government programmes

Ÿ Let us know discuss the most popular method i.e. bank finance in detail here. 

Do

Ÿ Divide the class into groups. Give each group a loan application form.
Ÿ Ask the groups to discuss and fill the form.

Ÿ Explain the details to be filled in a loan application form.

Ÿ Discuss the list of documents that are required to apply for a loan like letter of introduction, business 
brochure, references of other banks, and financial statements.

Ÿ Ask the participants if they have any questions related to what they have talked about so far.
Ÿ Close the discussion by summarizing the important documents needed for bank loan.

Summarize

Notes for Facilitation
Ÿ Checklist of documents is provided as resources for the session.

Ÿ Download sample loan application forms from any nationalised bank's website. Print sufficient copies to 
circulate it amongst the groups. 

Ÿ You can make some copies and distribute it during the group activity.

Unit 6.6.5: Procedures and Formalities for Bank FinanceUnit 6.6.5: Procedures and Formalities for Bank Finance
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CHECKLIST OF DOCUMENTS TO BE SUBMITTED ALONG WITH LOAN APPLICATION
(Common for all banks)

1.  Audited financial statements of the business concern for the last three years

2.  Provisional financial statements for the half – year ended on 

3.  Audited financial statements of associate concern/s for the last three years

4.  Copy of QIS II for the previous quarter ended on 

5.  Operational details in Annexure I

6.  CMA data for the last three years, estimates for current year and projection for the      
 next year

7.  Term loan/DPG requirements in Annexure II

8.  List of machinery in respect of machinery offered as security in Annexure III

9.  Additional details for export advances furnished in Annexure IV 

10.  Property statements of all directors/partners/proprietor/guarantors

11.  Copies of ITAO of the company for the last three years

12.  Copies of ITAOs/WTAOs of the directors/partners/proprietor and guarantors

13.  Copies of certificate from banks and financial institutions certifying the latest 
liability with them

14.  Copy of board resolution authorizing the company to apply to your bank for the    
credit facilities mentioned in application

15.  Copy of memorandum and article of association (in case of limited 
company)/partnership deed (in case of partnership firm)

16.  Cash budget for the current year and next year in case of contractors and seasonal 
industries
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Ÿ Discuss how to manage their own enterprise
At the end of this unit, participants will be able to: 

Unit Objectives

Ÿ Participant Handbook

Say

Resources to be Used

Ask
Ÿ Having set-up a business, do you think it is possible to do everything on your own?

Ÿ Does one require trained persons for help?

Ÿ What does management mean? 

Ÿ Let's have a look at this example:

Kapil had a small business that was beginning to pick up pace. He wanted to expand his business, and 
therefore employed few more people. One day, as he was walking past Ramesh, one of his new employees, he 
overheard Ramesh talking rudely to a customer on the phone. This set him thinking. Kapil realised that he 
should have regular team meetings to motivate his employees and speak with them about any problems they 
might be facing during work. He should also conduct training sessions on new practices, soft skills, and 
technology, and develop work ethics manual for managing his enterprise. 

Say

Ÿ Discuss “Enterprise Management – An Overview” with the participants as given in the Participant Handbook.

Ÿ Was Kapil correct in his approach or he should have scolded Ramesh instantly in front of his other employees? 

Say

Ÿ Let's learn how to effectively manage an enterprise or business through an activity.

Ÿ Design a matrix listing the topics and key words that are needed to run an enterprise effectively and 
smoothly.

Ÿ Encourage participants of the other groups to ask question about each other's presentation.

Activity De-brief

Ÿ Have each group present their matrix.

Enterprise Management 
Ÿ This is a group activity.

Team Activity

Unit 6.6.6: Enterprise Management – An Overview: How to 
Manage Your Enterprise?
Unit 6.6.6: Enterprise Management – An Overview: How to 
Manage Your Enterprise?
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Do
Ÿ Instruct the participants that this is group work.

Ÿ Divide the class into small groups of 4.

Ÿ Give each group a chart paper and coloured pen.

Ÿ Tell the participants that they have make a matrix they need to fill.

Ÿ Give the participants 15 minutes to discuss and write.

Ÿ Keep a check on time. Tell the group to wind up quickly if they go beyond the given time limit.

Ÿ They have to write the main topics and key words that will them effectively manage their enterprise.

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what they have learned from this exercise/activity.

Ÿ Close the discussion by summarizing the importance of effective management to run an enterprise as 
given in the Participant Handbook.

Summarize
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At the end of this unit, participants will be able to: 

Ÿ List the important questions that every entrepreneur should ask before starting an enterprise

Unit Objectives

Ÿ Participant Handbook

Ÿ Blank sheets of paper 
Ÿ Pens

Say

Resources to be Used

Ask
Ÿ Why do you want to become an entrepreneur?

Ÿ Let's understand it better with the help of some questions that every entrepreneur should ask before starting 
their own business.

Ÿ It is very important to know why you want to become an entrepreneur. Your personal goals for becoming an 
entrepreneur play a key role in the success of your business. Your goals should be clear well before you start 
your business. 

Ÿ Apart from the goals, the other aspects of business that you need to bear in mind are the potential problems 
that you may face to set-up, your areas of interest, and all the other dimensions of the business. 

Ÿ Open the Participant Handbook section named '20 Questions to Ask Yourself Before Considering 
Entrepreneurship'. You have to answer the questions individually.

Ÿ Then, we will have a class discussion on all the questions.

Do

Ÿ At the end of 15 minutes, open the discussion for all the questions.

Ÿ Give the class 10-15 minutes to note down their answers.

Ÿ Moderate the discussion by focusing on the relevant points.

Ÿ Read out the questions one by one in front of all the participants.

Ÿ Participants have to answer all the one by one questions.

Ÿ Keep a check on time and don't let the discussion get sabotaged or lose track of time. Ensure all the questions 
are covered and discussed. 

Ÿ Ask if they have any questions related to what they have talked about so far.

Ÿ Ask the participants what they have learned from this exercise/activity.

Summarize

Unit 6.6.7: 20 Questions to Ask Yourself before Considering 
Entrepreneurship
Unit 6.6.7: 20 Questions to Ask Yourself before Considering 
Entrepreneurship
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Training Delivery Plan

Program Name: AsseŵblerͲ�oorsͬtindoǁs;'lĂssͿ

Qualification Pack Name & Ref. ID AsseŵblerͲ�oorsͬtindoǁs;'lĂssͿ͕ &&^ͬQ6ϭ0ϭ

Version No. ϭ.0 Version Update Date ϭ2ͬ07ͬ20ϭ7

Pre-requisites to Training (if any) ClĂss s͕ preferĂble 0 Ͳϭ ǇeĂr of eǆperienĐe

Training Outcomes By the end of this program, the participants will be able to:
1. Perform the job role of fitter/assembler: Assist ĂĐtiǀities inǀolǀed 

in the ũob role͕ understĂnd the iŵportĂnĐe Ănd prospeĐts of the 
ĮƩerͬĂsseŵbler in the industrǇ

2. Identify and use basic tools, equipment and materials: EīeĐtiǀelǇ 
identifǇ͕  seleĐt Ănd use the speĐiĮed tools͕ Įƫngsͬ Įǆtures

3. Do preparatory work and on site assessment before work 
initiation: Assess the prepĂrĂtorǇ ǁork Ănd site Ăssessŵent 
before the ǁork

4. Assist in installing glass door, windows: Assist in instĂllĂtion of 
glĂss door͕  ǁindoǁs

5. Assist in installation of wooden/aluminium doors and windows 
with fittings and fixtures: tork ǁith the leĂd teĐhniĐiĂn for 
instĂllĂtion of doors Ănd ǁindoǁs ;ǁoodenͬ Ăluŵiniuŵͬ uWsCͿ 
ǁith Įƫngs Ănd Įǆture.

6. Maintain the work area, tools and equipment: AppropriĂte 
ŵethod of hĂndling tools͕ eƋuipŵent Ănd orgĂnising the ǁork 
ĂreĂ

7. Become well aware of environment health & safety: tell ǀersed 
ǁith heĂlth Ănd sĂfetǇ ŵeĂsures in terŵs of sĂfetǇ

8. Effectively do the works at workplace: tork eīeĐtiǀelǇ ǁith 
stĂkeholder͕  Ădhere to the orgĂnisĂtionĂl rules Ănd regulĂtions.

Annexure I

Training Delivery Plan

Day Module 
Name

Session 
Name Session Objectives NOS 

Reference Methodology Training 
Tools/Aids

Duration
(hours)

ϭͲ2 �ridge 
Dodule

/ntroduĐͲ
tion to the 
:ob Zole

•  WrĂĐtiĐe generĂl 
disĐipline in the 
ĐlĂssrooŵ

•  /dentifǇ the 
responsibilities of 
Ă &iƩerͬAsseŵblerͲ
�oorsͬ tindoǁ ;'lĂssͿ 
Kption: toodenͬ
Aluŵiniuŵ Ănd its ũob 
opportunities

•  /nterpret the sĐope of 
furniture Ănd Įƫngs 
industrǇ

•  /ŵpleŵent bĂsiĐ skills 
of ĐoŵŵuniĐĂtion

- ClĂssrooŵ
leĐtureͬ WWd
sessionͬ 
Question Ănd 
Ansǁer

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐtor

dheorǇ 
0ϴ:00 
,ours
WrĂĐtiĐĂl 
00:00 
,ours
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ϯͲϰ UnderͲ
stĂnding 
the KrgĂͲ
niǌĂtionĂl 
Conteǆtͬ
CoŵpĂnǇͬ
EŵploǇer

•  �eǀelop knoǁledge 
to understĂnd the 
Đodes͕ stĂndĂrds͕ 
poliĐies͕ ŵĂnuĂls͕ rules 
Ănd regulĂtion of the 
orgĂnisĂtion

•  dell the ĐonĐerned 
persons in ĐĂse of 
Ƌueries on proĐeduresͬ
produĐtsͬ ĂnǇ probleŵ

•  EǆplĂin the esĐĂlĂtion 
proĐedure in 
orgĂnisĂtion           

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁer

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐtor

dheorǇ 
0ϴ:00 
,ours
WrĂĐtiĐĂl 
00:00 
,ours

ϱͲ7 DĂinteͲ
nĂnĐe of 
tork AreĂ͕ 
dools Ănd 
DĂĐhines

•  DĂnĂge ŵĂteriĂls͕ 
ŵĂĐhinerǇ͕  eƋuipŵent 
Ănd tools sĂfelǇ Ănd 
ĐorreĐtlǇ

•  Use ĐorreĐt hĂndling 
proĐedures

•  Use ŵĂteriĂls to 
ŵiniŵise ǁĂste

•  WrepĂre Ănd orgĂnise 
ǁork

•  WrepĂre Ă ĐleĂn Ănd 
hĂǌĂrd free ǁorking 
ĂreĂ

•  /nspeĐt ǁork 
interruptions

•  DĂnĂge tools 
eƋuipŵent Ănd 
ĐonsuŵĂbles

•  WrĂĐtiĐe torking in Ă 
ĐoŵfortĂble position 
ǁith the ĐorreĐt 
posture

•  Use ĐleĂning 
eƋuipŵent Ănd 
ŵethods ĂppropriĂte 
for the ǁork to be 
ĐĂrried out

•  DĂnĂge disposĂl of 
ǁĂste sĂfelǇ in the 
designĂted loĐĂtion

•  WrĂĐtiĐe storing 
ĐleĂning eƋuipŵent 
sĂfelǇ ĂŌer use

•  WrĂĐtiĐe sĂfe Ănd 
ĐorreĐt hĂndling of 
ŵĂteriĂls͕ eƋuipŵent 
Ănd tools

•  DĂnĂge Ăn ĂppropriĂte 
enǀironŵent to proteĐt 
stoĐk froŵ pilfering͕ 
theŌ͕ dĂŵĂge Ănd 
deteriorĂtion

&&^ͬEϴϱ0ϭ

WC ϭ Ͳ WC  
ϭϯ

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtion

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteboĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐtor

,Ănd 
dools:Ͳ Allen 
keǇ set͕ 
sĐreǁdriǀer 
set
DeĂͲ
sureŵenͲ
tools:ͲDeĂͲ
sureŵent 
tĂpe͕ steel 
rule͕
DĂrking 
tools:ͲWenͲ
Đil͕ ŵĂrking 
knife͕ ŵĂrkͲ
ing threĂd
^triking 
tools:Ͳ 
CrossͲpeen 
hĂŵŵer͕  
ŵĂllet
desting 
tools:Ͳ drǇ 
sƋuĂre͕ ŵiͲ
tre sƋuĂre͕ 
sprit >eǀel͕
,olding 
tools:Ͳ ' 
ClĂŵp
Woǁer 
tools:Ͳ dile 
ĐuƩer͕  drill 
ŵĂĐhine͕ 
diĂŵond 
blĂde

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
0ϴ:00 
,ours
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ϴͲϵ Ensuring 
,eĂlth Ănd 
^ĂfetǇ Ăt 
torkplĂĐe

,eĂlth Ănd 
^ĂfetǇ

•  CoŵplǇ ǁith heĂlth͕ 
sĂfetǇ legislĂtion ͕ 
regulĂtions Ănd other 
releǀĂnt guidelines

•  CoŵplǇ ǁith heĂlth 
Ănd sĂfetǇ instruĐtions 
ĂppliĐĂble to the 
ǁorkplĂĐe

•  /nspeĐt the ǁorksite for 
ĂnǇ possible heĂlth Ănd 
sĂfetǇ hĂǌĂrds

•  WrĂĐtiĐe ŵĂnufĂĐturers͛ 
instruĐtions Ănd ũob 
speĐiĮĐĂtions relĂting 
to sĂfe use of ŵĂteriĂls 
speĐiĮĐĂllǇ ĐheŵiĐĂls 
Ănd poǁer eƋuipŵent

•  WrĂĐtiĐe sĂfe hĂndling 
Ănd disposĂl of ǁĂste 
Ănd debris

•  /dentifǇ Ănd report ĂnǇ 
hĂǌĂrds Ănd potentiĂl 
risksͬ threĂts to 
superǀisors or other 
Ăuthorised personnel 
hĂǌĂrds:shĂrpͲedged 
tools͕ hĂǌĂrdous 
surfĂĐes͕ phǇsiĐĂl 
hĂǌĂrds͕ eleĐtriĐĂl 
hĂǌĂrds͕ heĂlth hĂǌĂrds 
froŵ ĐheŵiĐĂls Ănd 
other suĐh toǆiĐ 
ŵĂteriĂl etĐ.

•  �eŵonstrĂte Įrst Ăid 
ĂĐtiǀities in ĐĂse of Ăn 
ĂĐĐident͕ if reƋuired 
Ănd Ăsked to do so

•  Use ĂppropriĂte 
personĂl proteĐtiǀe 
eƋuipŵent ĐoŵpĂtible 
ǁith the ǁork Ănd 
ĐoŵpliĂnt to releǀĂnt 
oĐĐupĂtionĂl heĂlth 
Ănd sĂfetǇ guidelines

&&^ͬEϴ60ϭ
 
WC ϭ Ͳ WC ϭϴ

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

DĂsks͕ 
sĂfetǇ 
glĂsses͕ 
eĂr ŵuīs͕ 
sĂfetǇ 
footǁeĂr͕  
gloǀes͕ 
Ăprons͕ etĐ.

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
0ϰ:00 
,ours

•  /dentifǇ WroteĐtiǀe 
EƋuipŵent: ŵĂsks͕ 
sĂfetǇ glĂsses͕ heĂd 
proteĐtion͕ eĂrŵuīs͕ 
sĂfetǇ footǁeĂr͕  gloǀes͕ 
Ăprons͕ etĐ.

•  WrĂĐtiĐe ĐorreĐt bodǇ 
posture ǁhile stĂnding 
Ănd ǁorking for long 
hours Ănd ĐĂrrǇing 
heĂǀǇ ŵĂteriĂls

2ϴ2
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•  WrĂĐtiĐe liŌing͕ 
ĐĂrrǇing or ŵoǀing 
ĐĂrrǇ or ŵoǀe heĂǀǇ 
ǁooden furniture Ănd 
ĂĐĐessories froŵ one 
plĂĐe to Ănother using 
Ăpproǀed sĂfe ǁorking 
prĂĐtiĐes

•  DĂnĂge Ăll reƋuired 
tools͕ ŵĂĐhines͕ 
ŵĂteriĂls Θ eƋuipŵent 
sĂfelǇ

•  CoŵplǇ ǁith  releǀĂnt 
oĐĐupĂtionĂl sĂfetǇ 
poliĐies ǁhile hĂndling 
shĂrp tools to ŵĂke 
Ănd instĂll furniture 
Ănd Įƫngs

•  WrĂĐtiĐe sĂfetǇ 
ŵeĂsures ǁhile 
hĂndling glĂss͕ heĂǀǇ 
ǁood͕ ŵĂteriĂls͕ 
ĐheŵiĐĂls͕ etĐ.

•  ApplǇ good 
housekeeping prĂĐtiĐes 
Ăt Ăll tiŵes 

•  WrĂĐtiĐe 'ood 
housekeeping 
prĂĐtiĐes: ĐleĂnͬtidǇ 
ǁork ĂreĂs͕ reŵoǀĂlͬ
disposĂl of ǁĂste 
produĐts͕ proteĐt 
surfĂĐes

•  Zeport ĂĐĐidentͬ
inĐident report to 
Ăuthorised personnel

•  WrĂĐtiĐe bĂsiĐ sĂfetǇ 
ĐheĐks before 
operĂtion of Ăll 
ŵĂĐhines͕ tools Ănd 
eleĐtriĐĂl eƋuipŵent

•  ApplǇ the 
reĐoŵŵended ŵĂteriĂl 
hĂndling proĐedure to 
Đontrol dĂŵĂge Ănd 
personĂl inũurǇ

ϭ0Ͳ
ϭ2

�eĂling 
ǁith EŵerͲ
genĐies

•  &olloǁ sĂfe ǁorking 
prĂĐtiĐes Ăt Ăll tiŵes 

•  WrĂĐtiĐe ĂppropriĂte 
proĐedure in ĐĂse of 
Įre eŵergenĐǇ

•  WrĂĐtiĐe eleĐtriĐĂl 
sĂfetǇ ŵeĂsures 
ǁhile ǁorking ǁith 
eleĐtriĐĂllǇ poǁered 
tools Ănd eƋuipŵent

&&^ͬEϴ60ϭ

WC ϭϵ Ͳ WC 
ϯ2

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

&irst Ăid͕ 
diīerent 
tǇpes of 
Įre eǆtinͲ
guisher͕  
eǆhĂust 
fĂns͕

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
0ϰ:00 
,ours

2ϴϯ



2ϴϰ

Facilitator Guide

•  &olloǁ the Ăgreed ǁork 
loĐĂtion proĐedures 
in the eǀent of Ăn 
eŵergenĐǇ or Ăn 
ĂĐĐident 

•  WrĂĐtiĐe eŵergenĐǇ Ănd 
eǀĂĐuĂtion proĐedures 
in ĐĂse of ĂĐĐidents͕ 
Įres͕ nĂturĂl ĐĂlĂŵities

•  /ŵpleŵent generĂl 
heĂlth Ănd sĂfetǇ 
eƋuipŵent Ăt ǁork site 

•  /dentifǇ 'enerĂl heĂlth 
Ănd sĂfetǇ eƋuipŵent: 
Įre eǆtinguishers͖ 
Įrst Ăid eƋuipŵent͖ 
sĂfetǇ instruŵents 
Ănd Đlothing͖ sĂfetǇ 
instĂllĂtions ;e.g. Įre 
eǆits͕ eǆhĂust fĂnsͿ

•  CoŵplǇ ǁith restriĐtions 
iŵposed on hĂrŵful 
ĐheŵiĐĂls inside ǁork 
ĂreĂ during ǁorking 
hours

•  �eŵonstrĂte resĐue 
teĐhniƋues Ăpplied 
during Įre hĂǌĂrd

•  �eŵonstrĂte good 
housekeeping to 
preǀent Įre hĂǌĂrds

•  �eŵonstrĂte the 
ĐorreĐt use of Ă Įre 
eǆtinguisher

•  �eŵonstrĂte hoǁ to 
free Ă person froŵ 
eleĐtroĐution

•  WrĂĐtiĐe proŵpt Ănd 
ĂppropriĂte response  
to ĂĐĐident situĂtion or 
ŵediĐĂl eŵergenĐǇ

•  WĂrtiĐipĂte in 
eŵergenĐǇ proĐedures

•  EŵergenĐǇ proĐedures: 
rĂising the ĂlĂrŵ͕ sĂfeͬ
eĸĐient͕ eǀĂĐuĂtion͕ 
ĐorreĐt ŵeĂns of 
esĐĂpe͕ ĐorreĐt 
ĂsseŵblǇ point͕ roll 
ĐĂll͕ ĐorreĐt return to 
ǁork 

•  Use the ǀĂrious 
ĂppropriĂte Įre 
eǆtinguishers on 
diīerent tǇpes of Įres 
ĐorreĐtl

2ϴϰ
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Assembler- Doors/Windows (Glass)

•  /dentifǇ diīerent tǇpes 
of Įres of Įres: ClĂss 
A: e.g. ordinĂrǇ solid 
Đoŵbustibles͕ suĐh Ăs 
ǁood͕ pĂper͕  Đloth͕ 
plĂstiĐ͕ ĐhĂrĐoĂl͕ etĐ.͖ 
ClĂss �: ŇĂŵŵĂble 
liƋuids Ănd gĂses͕ 
suĐh Ăs gĂsoline͕ 
propĂne͕ diesel fuel͕ 
tĂr͕  Đooking oil͕ Ănd 
siŵilĂr substĂnĐes͖ 
ClĂss C: e.g. eleĐtriĐĂl 
eƋuipŵent suĐh Ăs 
ĂppliĂnĐes͕ ǁiring͕ 
breĂker pĂnels͕ etĐ. 

•  CoŵpĂre diīerent 
ĐĂtegories of Įre

•  ^tĂte ŵethods of 
ĂĐĐident preǀention in 
the ǁork enǀironŵent

•  /dentifǇ diīerent 
ŵethods of ĂĐĐident 
preǀention

ϭϯͲ
ϭϰ

/nterĂĐͲ
tion ǁith 
^eniors

•  ^eek ĂssistĂnĐe froŵ 
superǀisor or ĂnǇ suĐh 
ĂppropriĂte ĂuthoritǇ 
Ăs Ănd ǁhen reƋuired 

•  Ask Ƌuestions Ănd 
seek ĐlĂriĮĐĂtions on 
ǁork tĂsks ǁheneǀer 
reƋuired 

•  WrĂĐtiĐe reĐeiǀing 
ĐlĂriĮĐĂtions  
ĐlĂriĮĐĂtions on poliĐies 
Ănd proĐedures͕ froŵ 
the superǀisor or other 
Ăuthorised personnel 

•  /dentifǇ ĂnǇ possible 
deǀiĂtions to 
ĂppropriĂte ĂuthoritǇ 

•  Zeport to iŵŵediĂte 
superǀisor 
ĂppropriĂtelǇ 

•  �eŵonstrĂte the 
proĐess of reĐeiǀing 
ĐleĂr instruĐtions froŵ 
superiors Ănd respond 
eīeĐtiǀelǇ  ĐleĂrlǇ froŵ 
superiors Ănd respond 
eīeĐtiǀelǇ on the sĂŵe 

•  /ŵpleŵent esĐĂlĂtion 
ŵĂtriǆ in ĐĂse of ĂnǇ 
grieǀĂnĐe 

&&^ͬEϴϴ0ϭ

WC ϭ Ͳ WC ϴ

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ DodͲ
els on esĐĂlĂͲ
tion DĂtriǆ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets on 
esĐĂlĂtion 
ŵĂtriǆ͕ 
proũeĐtor

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
0ϰ:00 
,ours

2ϴϱ
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•  �eŵonstrĂte the 
proĐess of reĐeiǀing 
inforŵĂtion Ănd 
instruĐtions froŵ 
superǀisors relĂted 
to one s͛ ǁork reĐeiǀe 
inforŵĂtion Ănd 
instruĐtions froŵ the 
superǀisor relĂted to 
one s͛ ǁork

ϭϱͲ
ϭ6

tork
EīeĐtiǀelǇ

•  WrĂĐtiĐe ĐoordinĂting 
ǁith ĐolleĂgues 
to ĂĐhieǀe ǁork 
obũeĐtiǀes 

•  WrĂĐtiĐe Đourteous 
behĂǀiour Ăt Ăll tiŵes 

•  WrĂĐtiĐe giǀing polite 
response to Đustoŵer 
Ƌueries Ănd other teĂŵ 
ŵeŵbers 

•  /dentifǇ ǁorkplĂĐe 
dress Đode 

•  WrĂĐtiĐe keeping ǁork 
ĂreĂ ǁork ĂreĂ in Ă tidǇ 
Ănd orgĂnised stĂte 

•  CoŵplǇ ǁith tiŵelines 
Ănd ƋuĂlitǇ stĂndĂrds 

•  /ŵpleŵent 
orgĂnisĂtionĂl poliĐies 
Ănd proĐedures 

•  WrĂĐtiĐe shĂring 
inforŵĂtion ǁith 
teĂŵ ǁhereǀer Ănd 
ǁheneǀer reƋuired 
enhĂnĐing ƋuĂlitǇ Ănd 
produĐtiǀitǇ Ăt the 
ǁorkplĂĐe 

•  tork together ǁith 
ĐoͲǁorkers in Ă 
sǇnĐhronised ŵĂnner 

•  CoŵŵuniĐĂte ǁith 
others ĐleĂrlǇ͕  Ăt Ă 
pĂĐe Ănd in Ă ŵĂnner 
thĂt helps theŵ to 
understĂnd 

•  ^hoǁ respeĐt to others 
Ănd their ǁork 

•  �isplĂǇ ĂĐtiǀe listening 
skills ǁhile interĂĐting 
ǁith others Ăt ǁork

&&^ͬEϴϴ0ϭ

WC ϵ Ͳ WC 2ϭ

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐtor͕  
ŵiĐ͕ loudͲ
speĂker

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
0ϰ:00 
,ours

2ϴ6
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Assembler- Doors/Windows (Glass)

•  �eŵonstrĂte 
responsible Ănd 
disĐiplined behĂǀiours 
Ăt the ǁorkplĂĐe 
disĐiplined 
�ehĂǀiours: e.g. 
punĐtuĂlitǇ͖ Đoŵpleting 
tĂsks Ăs per giǀen tiŵe 
Ănd stĂndĂrds͖ not 
gossiping Ănd idling 
tiŵe͖ eliŵinĂting 
ǁĂste͕ honestǇ͕  etĐ.

ϭ7Ͳ
ϭϵ

WrepĂrĂͲ
torǇ tork 
Ănd Kn site 
AssessͲ
ŵent beͲ
fore tork 
/nitiĂtion

•  KrgĂniǌe reƋuired 
tools Ănd eƋuipŵent s͕͛ 
hĂrdǁĂre Įƫngs 
for Ăsseŵbling Ănd 
instĂllĂtion of Įƫng 

•  �eŵonstrĂte hoǁ 
to unpĂĐk the 
ŵĂteriĂl ͬpĂrts Ăs per 
instruĐtions of leĂd 

•  �eŵonstrĂte the 
proĐess of ƋuĂlitǇ 
ĐheĐking of ŵĂteriĂl 
Ărriǀed Ăt ǁork site 
Ăs per speĐiĮĐĂtion 
Ăgreed bǇ the Đlient 
Ănd inforŵ leĂd for ĂnǇ 
repĂirͬreplĂĐeŵent 
needed 

•  WrĂĐtiĐe tĂking  
ŵeĂsureŵent of 
spĂĐeͬ ĂreĂ for Įƫng 
of doors͕ ǁindoǁs 
ĂgĂinst the glĂss doorͬ
ǁindoǁ 

•  WrĂĐtiĐe risk 
Ăssessŵent for the 
instĂllĂtion proĐess Ănd 
ĂĐĐordinglǇ Ădǀise the 
Đlient of the hĂǌĂrds 
ĂssoĐiĂted ǁith the 
ǁork. ;E.g. Đondition 
of ǁĂllͿ 

•  /nforŵ Đlient for 
repĂir before the neǁ 
ǁindoǁsͬdoors being 
instĂlled

&&^ͬE6ϭ0ϭ

WC ϭ ʹ WC ϱ

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  ŵiĐ͕ 
loudspeĂkͲ
er͕  �rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ 
ŵeĂsureͲ
ŵent tools͕ 
trǇ sƋuĂre͕ 
testing 
tools

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
ϭϴ:00 
,ours

2ϴ7
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20Ͳ
22

•  Woint out Ănd ĐheĐk for 
ĂnǇ ĂppĂrent defeĐts 
Ănd deĮĐienĐies 
Ăround the struĐturĂl 
opening

•  EǆĂŵine for the 
presenĐe of ĂnǇ 
eleĐtriĐĂl or speĐiĂlist 
iteŵs suĐh Ăs teleǀision 
ĂeriĂls Ănd telephone 
ǁires in the Ăperture. /f 
these iteŵs ĂīeĐt the 
perforŵĂnĐe of doorsͬ
ǁindoǁs͕ suggest 
diīerent routes for 
theŵ. 

•  ^hoǁ the ĐleĂning 
proĐess of the ǁork 
ĂreĂ to ensure hĂǌĂrdͲ
free ǁork 

•  Assist in reƋuisite 
doĐuŵentĂtion Ăs per 
orgĂnisĂtion protoĐol 

•  �eterŵine if the Ňoor 
guĂrdͬ other Ňoor 
sĂfetǇ ŵĂteriĂl is 
spreĂd on the Ňoor 
to preǀent dĂŵĂge to 
the ŇoorͬindiǀiduĂl 
Ănd Ălso use sĂfetǇ 
eƋuipŵent Ănd 
personĂl proteĐtiǀe 
eƋuipŵent Ăs needed 
suĐh Ăs gloǀes͕ goggles͕ 
ŵĂsk

&&^ͬE6ϭ0ϭ

WC 6 Ͳ WC ϭ0

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  ŵiĐ͕ 
loudspeĂkͲ
er͕  �rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ 
ŵeĂsureͲ
ŵent tools͕ 
trǇ sƋuĂre͕ 
testing 
tools

WrĂĐtiĐĂl 
ϭ2:00 
,ours

2ϯͲ
2ϰ

DeĂsureͲ
ŵent Ănd 
ĐĂlĐulĂͲ
tions

•  CoŵpĂre dǇpes of 
ŵeĂsureŵent sǇsteŵsͲ
WrĂĐtiĐe &W^ Ănd D<^

•  WrĂĐtiĐe CĂlĐulĂtions 
in both ŵeĂsureŵent 
sǇsteŵ

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtion

DeĂsureͲ
ŵent dools͕
DĂrking 
dools

dheorǇ 
02:00 
,ours

•  Werforŵ prĂĐtiĐĂl on 
skill lĂb Ͳ CĂlĐulĂte 
;ŵinus͕ plus͕ ŵultiplǇ͕ 
diǀideͿ 2 Ănd ϯͲdigit 
nuŵber

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

WrĂĐtiĐĂl 
ϭ2:00 
,ours

2ϱͲ
26

•  Werforŵ prĂĐtiĐĂl on 
skill lĂb ʹ DeĂsure 
length͕ ǁidth͕ Ănd 
thiĐkness Ănd ŵĂrking 
on ǁooden pĂnel

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

WrĂĐtiĐĂl 
ϭϰ:00 
,ours

/nternĂl Assessŵent Ͳ dheorǇ Assessŵent
                                        Ͳ WrĂĐtiĐĂl Assessŵent

2ϴϴ
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Assembler- Doors/Windows (Glass)

ϯϭͲ
ϯϯ

Assist in 
/nstĂlling 
'lĂss 
�oors͕ 
tindoǁs

•  /nspeĐt the trueness 
of struĐture using leǀel 
Ănd pluŵb bob tools

•  ApplǇ ŵĂteriĂls Ănd 
seĂlĂnt to Įll gĂps 
in surfĂĐes Ănd triŵ 
eǆĐess ŵĂteriĂls 
in instĂllĂtion Ănd 
sŵoothening of 
surfĂĐes Ăs per ƋuĂlitǇ 
stĂndĂrds

•  EǆĂŵine for 
funĐtioning͕ Ălignŵent 
Ănd reĐtifǇ ĂnǇ error 
found 

•  WrĂĐtiĐe puƫng 
ŵĂrkings of plĂĐeŵent 
positions Ănd fĂsten 
the hĂrdǁĂre 
ĂĐĐessories or Įƫngs 
Ăs per ǁork site 
reƋuireŵents

&&^ͬE6ϭ0ϭ

WC ϭ2͕ WC 
ϭ6͕ WC ϭ7͕ 
WC ϭϴ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  tĂpe͕ 
penĐils͕ 
seĂlĂnts͕ 
erĂser͕   
pluŵb bob 
tools

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
ϭϴ:00 
,ours

ϯϰͲ
ϯ6

•  Werforŵ prĂĐtiĐĂl ;lĂbͿ 
Ͳ �eŵonstrĂte reŵoǀĂl 
of old ǁindoǁs Ănd 
door Ălong ǁith 
other reŵoǀĂble 
ĂrĐhiteĐturĂl Įƫngs 
ǁith hĂnd Ănd poǁer 
tools for repĂiring or 
instĂlling neǁ pieĐes 

•  �eŵonstrĂte hoǁ to 
ŵeĂsure ŵĂteriĂls 
using ĂppropriĂte tools 
Ănd eƋuipŵent

•  �eŵonstrĂte Đuƫng͕ 
grinding or polishing 
glĂss͕ sŵoothening 
surfĂĐes ǁith ŵĂteriĂls 
or tools Ăs needed in 
ĂĐĐordĂnĐe to design 
Ănd Đlient reƋuireŵent

•  ^hoǁ hoǁ to plĂĐe 
toughenedͬglĂǌedͬ
plĂin glĂss in ǁindoǁs͕ 
doors Ănd entrĂnĐes 
Ăt the ŵĂrked loĐĂtion 
or Ăs per Įƫngs 
plĂĐeŵent

&&^ͬE6ϭ0ϭ

WC ϭϭ͕ WC 
ϭϯ͕ WC ϭϰ͕ 
WC ϭϱ

WrĂĐtiĐĂl 
deŵonstrĂtion

,inges͕ 
Įƫngs 
like Ňoor 
springs͕ 
Ňoor 
piǀots͕ 
oǀerheĂd 
Đlosers͕ 
ĐhĂnnels 
Ănd Įǆings͕ 
hĂndles͕ 
lĂtĐhͬ
bolts͕ door 
stopper͕  
oǀerheĂd 
door Đloser͕  
buƩ hinges͕ 
Aldrop͕ 
toǁer 
bolts͕ Ňoor 
springs͕ 
tĂpe

WrĂĐtiĐĂl 
ϭϱ:00 
,ours

2ϴϵ



2ϵ0

Facilitator Guide

ϯ7Ͳ
ϯϴ

dools used 
for /nstĂllͲ
ing 'lĂss 
�oors͕ 
tindoǁs

•  /dentifǇ to tools Ͳ �rill 
ŵĂĐhine͕ ŵĂrking 
tools͕ ŵeĂsureŵent 
tools͕ testing tools

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  �rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ ŵeĂͲ
sureŵent 
tools͕ testͲ
ing tools

dheorǇ 
0ϰ:00 
,ours

•  ZeĐognise Ănd Įnd the 
feĂtured Ănd funĐtions 
of Ăll tools

•  WrĂĐtiĐe ĐorreĐt usĂge 
of tools

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

�rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ ŵeĂͲ
sureŵent 
tools͕ testͲ
ing tools

WrĂĐtiĐĂl 
ϭ0:00 
,ours

ϯϵͲ
ϰ0

/dentifǇ Ănd utiliǌe DĂnuĂl 
dools:
•  ,Ănd dools:Ͳ Allen keǇ 

set͕ sĐreǁdriǀer set
•  DeĂsureŵent tools:Ͳ

DeĂsureŵent tĂpe͕ 
steel rule͕

•  DĂrking tools:ͲWenĐil͕ 
ŵĂrking knife͕ ŵĂrking 
threĂd

•  ^triking tools:Ͳ CrossͲ
peen hĂŵŵer͕  ŵĂllet

•  desting tools:Ͳ drǇ 
sƋuĂre͕ ŵitre sƋuĂre͕ 
sprit >eǀel͕

•  ,olding tools:Ͳ ' ClĂŵp
•  Woǁer tools:Ͳ dile 

ĐuƩer͕  drill ŵĂĐhine͕ 
diĂŵond blĂde

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

Allen keǇ 
set͕ sĐreǁͲ
driǀers͕ 
ŵeĂsureͲ
ŵent tĂpe͕ 
trǇ sƋuĂre͕ 
ŵitre 
sƋuĂre͕ tile 
ĐuƩer͕  drill 
ŵĂĐhine͕ 
diĂŵond 
blĂde

WrĂĐtiĐĂl 
ϭϯ:00 
,ours

ϰϭͲ
ϰϯ

Assist in 
QuĂlitǇ 
CheĐk Ănd 
,Ăndoǀer 
to Client

•  ConduĐt ĂnǇ on site 
ŵodiĮWerforŵ ĐĂtions 
thĂt ŵĂǇ be reƋuired 
Ănd touĐh up if needed

•  /nspeĐt for ĂnǇ pĂth 
bloĐkĂge or dĂŵĂge 
like preͲinstĂlled 
deĐorĂtiǀe ŵĂteriĂls͕ 
duĐts or ĂnǇ other 
struĐture in building 
Ănd suggest reŵedies if 
reƋuired

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐtor͕  
sĂŵple 
proĐedurĂl 
doĐuŵents

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
ϭϰ:00 
,ours

2ϵ0



2ϵϭ

Assembler- Doors/Windows (Glass)

•  ^hoǁ hoǁ to Ădǀise 
Đustoŵer for ĂnǇ 
releǀĂnt ŵĂintenĂnĐe 
reƋuireŵents bǇ 
orgĂnisĂtionĂl poliĐǇ

•  WrĂĐtiĐe tĂking notes  
of inputsͬ feedbĂĐk 
reĐeiǀed during ǁork 
to inĐorporĂte in future

•  Assist in Đoŵpletion 
of the proĐedurĂl 
doĐuŵents postͲ
Đoŵpletion Ănd 
undertĂke Đustoŵer 
signoī digitĂllǇ 
or on pĂper Ăs 
ĂĐknoǁledgeŵent 
for Đoŵpletion of 
instĂllĂtion

ϰϰͲ
ϰϱ

•  �eŵonstrĂte the 
testing proĐess of 
repĂiredͬ serǀiĐed 
produĐt ͬneǁ 
instĂllĂtion ǁ.r.t 
funĐtioning͕ Ălignŵent͕ 
plĂĐeŵent etĐ. ĂgĂinst 
the speĐiĮĐĂtions 
before hĂnding oǀer to 
Đlients 

•  ^hoǁ hoǁ to orgĂniseͬ 
gĂther Ăll the tools 
Ănd eƋuipŵent s͛ Ănd 
reŵoǀe froŵ the site 

•  �eŵonstrĂte hoǁ to 
ǁipe the instĂllĂtion 
Ănd ĐleĂn the ǁork 
ĂreĂ 

•  ^hoǁ hoǁ to reŵoǀe 
the debris Ănd 
dispose of the ǁĂste 
ĂppropriĂtelǇ ĂŌer 
ǁork Đoŵpletion in 
ĂĐĐordĂnĐe to ǁĂste 
disposĂl poliĐǇ

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

,ĂrdǁĂre 
for door͕  
ǁindoǁs͕
hinges͕ 
Įƫngs 
like Ňoor 
springs͕ 
Ňoor 
piǀots͕ 
oǀerheĂd 
Đlosers͕ 
ĐhĂnnels 
Ănd Įǆings͕ 
hĂndles͕ 
lĂtĐhͬ
bolts͕ door 
stopper͕  
oǀerheĂd 
door Đloser͕  
buƩ hinges͕ 
Aldrop͕ 
toǁer 
bolts͕ Ňoor 
springs͕ 
tĂpe

WrĂĐtiĐĂl 
ϭ0:00 
,ours

2ϵϭ
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Facilitator Guide

ϰ6Ͳ
ϰ7

•  CoŵpĂre  ǀĂrious 
tǇpes of glĂss doors 
Ănd ǁindoǁs Įƫng 
produĐts

•  CĂtegorise ǀĂrious 
tǇpes of defeĐts suĐh Ăs 
loose sĐreǁs͕ iŵproper 
Ălignŵent͕ etĐ. Ănd 
troubleshooting 
Đoŵŵon errors

•  WrĂĐtiĐe ĐleĂr 
ĐoŵŵuniĐĂtion on the 
issues being fĂĐed Ănd 
ĐlĂrifǇ Ƌueries

dheorǇ 
0ϰ:00 
,ours

WrĂĐtiĐĂl AĐtiǀities:
•  �eŵonstrĂte the 

proĐess of Ăsseŵbling 
door Ănd ǁindoǁs Ănd 
plĂĐeŵent of glĂss

•  /llustrĂte the proĐess of 
ŵĂrking͕ Đuƫng glĂss͕ 
polishing͕ repĂiring 
rough edges͕ etĐ.

•  ^hoǁ hoǁ to Ăsseŵble 
Ănd disŵĂntle 
Đoŵponents for 
diīerent produĐts

•  CĂtegorise releǀĂnt 
hĂnd Ănd poǁer tools 
suĐh Ăs ǁrenĐhes͕ 
pliers͕ sĐreǁdriǀer͕  
poǁer drill͕ ǁhole 
ĐuƩer͕  ŵetĂl Įle͕ 
poǁer driller͕  etĐ.

WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

WenĐil͕ 
ŵĂrking 
knife͕ 
ŵĂrking 
threĂd͕ 
polishing 
tools͕ 
ǁrenĐhͲ
es͕ pliers͕ 
sĐreǁͲ
driǀer͕  
poǁer drill͕ 
ǁhole ĐutͲ
ter͕  ŵetĂl 
Įle͕ poǁer 
driller

WrĂĐtiĐĂl 
ϭ0:00 
,ours

ϰϴ ^ĂfetǇ 
^tĂnͲ
dĂrds Ănd 
ZesponsͲ
es for 
eŵergenĐǇ 
situĂtions

•  /ŵpleŵent the 
sĂfetǇ stĂndĂrds Ănd 
preĐĂutions to be tĂken

•  /dentifǇ eŵergenĐǇ 
situĂtions Ănd respond 
ĂĐĐordinglǇ 

WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

AntiseptiĐ 
liƋuids͕ 
bĂndĂges͕ 
betĂdine 
solution͕ 
disposĂble 
gloǀes͕ pĂin 
relief sprĂǇ͕  
seĂrĐhͲ
lights͕ 
phone 
direĐtorǇ͕  
stretĐher

WrĂĐtiĐĂl 
6:00 
,ours

2ϵ2



2ϵϯ
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ϰϵ WWE 
used for 
/nstĂllĂtion 
WroĐess

•  �iīerent tǇpes of 
WersonĂl WroteĐtiǀe 
EƋuipŵent during the 
instĂllĂtion CoŵpĂre 
of glĂss doors Ănd 
ǁindoǁs Ănd their 
usĂge

•  Use of diīerent tǇpes 
of eǆtinguishers

•  WrĂĐtiĐe giǀing ĮrstͲ
Ăid  Įrst Ăid on ǀĂrious 
tǇpes of inũuries

WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

^ĂfetǇ 
DĂsks͕ 
sĂfetǇ 
glĂsses͕ eĂr 
plug͕ sĂfetǇ 
footǁeĂr͕  
gloǀes͕
Įrst Ăid͕ 
diīerent 
tǇpes of 
Įre eǆtinͲ
guisher

WrĂĐtiĐĂl 
6:00 
,ours

/nternĂl Assessŵent Ͳ dheorǇ Assessŵent
                                        Ͳ WrĂĐtiĐĂl Assessŵent

Total Duration

Theory 
Duration

60:00 
Hours

Practical 
Duration
180:00 
Hours

OPTION (Optional to choose any or all or none)
OPTION 1: Wooden/Aluminium

Day Module 
Name

Session 
Name Session Objectives NOS 

Reference Methodology Training 
Tools/Aids

Duration
(hours)

ϭͲϯ WrepĂrĂͲ
torǇ tork 
Ănd Kn site 
AssessͲ
ŵent beͲ
fore tork 
/nitiĂtion

/ntroduĐͲ
tion to the 
:ob Zole

•  KrgĂnise reƋuired 
tools Ănd eƋuipŵent s͕͛ 
hĂrdǁĂre Įƫngs 
for Ăsseŵbling Ănd 
instĂllĂtion of Įƫng 

•  �eŵonstrĂte hoǁ 
to unpĂĐk the 
ŵĂteriĂl ͬpĂrts Ăs per 
instruĐtions of leĂd 

•  �eŵonstrĂte the 
proĐess of ƋuĂlitǇ 
ĐheĐking of ŵĂteriĂl 
Ărriǀed Ăt ǁork site 
Ăs per speĐiĮĐĂtion 
Ăgreed bǇ the Đlient 
Ănd inforŵ leĂd for ĂnǇ 
repĂirͬreplĂĐeŵent 
needed 

&&^ͬE6ϭ0ϭ

WC ϭ͕ WC 2͕ 
WC ϯ͕ WC ϱ

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  ŵiĐ͕ 
loudspeĂkͲ
er͕  �rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ 
ŵeĂsureͲ
ŵent tools͕ 
trǇ sƋuĂre͕ 
testing 
tools

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
ϭϴ:00 
,ours

2ϵϯ



2ϵϰ

Facilitator Guide

•  EǆĂŵine the 
ŵeĂsureŵent of doorsͬ
ǁindoǁs Ăperture 
Đonsidering the siǌe 
Ănd ŵĂteriĂl of doorsͬ
ǁindoǁs to be instĂlled

•  /ŵpleŵent risk 
Ăssessŵent for the 
instĂllĂtion proĐess Ănd 
ĂĐĐordinglǇ Ădǀise the 
Đlient of the hĂǌĂrds 
ĂssoĐiĂted ǁith the 
ǁork. ;E.g. Đondition 
of ǁĂllͿ 

•  /nforŵ Đlient for 
repĂir before the neǁ 
ǁindoǁsͬdoors being 
instĂlled

ϰͲ6 •  Woint out Ănd ĐheĐk for 
ĂnǇ ĂppĂrent defeĐts 
Ănd deĮĐienĐies 
Ăround the struĐturĂl 
opening

•  /nspeĐt for presenĐe 
of ĂnǇ eleĐtriĐĂl or 
speĐiĂlist iteŵs suĐh Ăs 
teleǀision ĂeriĂls Ănd 
telephone ǁires in the 
Ăperture. /f these iteŵs 
ĂīeĐt the perforŵĂnĐe 
of doorsͬǁindoǁs͕ 
suggest diīerent routes 
for theŵ.

•  ^hoǁ the ĐleĂning 
proĐess of the ǁork 
ĂreĂ to ensure hĂǌĂrdͲ
free ǁork 

•  Assist in reƋuisite 
doĐuŵentĂtion Ăs per 
orgĂnisĂtion protoĐol 

•  �eterŵine if the Ňoor 
guĂrdͬ other Ňoor 
sĂfetǇ ŵĂteriĂl is 
spreĂd on the Ňoor 
to preǀent dĂŵĂge to 
the ŇoorͬindiǀiduĂl 
Ănd Ălso use sĂfetǇ 
eƋuipŵent Ănd 
personĂl proteĐtiǀe 
eƋuipŵent Ăs needed 
suĐh Ăs gloǀes͕ goggles͕ 
ŵĂsk

&&^ͬE6ϭ0ϭ

WC 6 Ͳ WC ϭ0

ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
Question Ănd 
Ansǁerͬ WrĂĐͲ
tiĐĂl �eŵonͲ
strĂtionͬ Zole 
WlĂǇ

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  ŵiĐ͕ 
loudspeĂkͲ
er͕  �rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ 
ŵeĂsureͲ
ŵent tools͕ 
trǇ sƋuĂre͕ 
testing 
tools

WrĂĐtiĐĂl 
ϭ2:00 
,ours

2ϵϰ



2ϵϱ

Assembler- Doors/Windows (Glass)

7Ͳϴ DeĂsureͲ
ŵent Ănd 
ĐĂlĐulĂͲ
tions

•  WrĂĐtiĐe diīerent 
ŵeĂsureŵent tǇpes

•  WrĂĐtiĐe ĐĂlĐulĂtions  
in both ŵeĂsureŵent 
sǇsteŵ

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtion

DeĂsureͲ
ŵent dools͕
DĂrking 
dools

dheorǇ 
02:00 
,ours

•  Werforŵ WrĂĐtiĐĂl on 
skill lĂb Ͳ CĂlĐulĂte 
;ŵinus͕ plus͕ ŵultiplǇ͕ 
diǀideͿ 2 Ănd ϯͲdigit 
nuŵber

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

WrĂĐtiĐĂl 
ϭ2:00 
,ours

ϵͲ 
ϭ0

•  WrĂĐtiĐĂl on skill lĂb ʹ 
DeĂsure length͕ ǁidth͕ 
Ănd thiĐkness Ănd 
ŵĂrking on ǁooden 
pĂnel

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

WrĂĐtiĐĂl 
ϭϰ:00 
,ours

ϭϭͲ
ϭϯ

Assist in 
/nstĂlling 
'lĂss 
�oors͕ 
tindoǁs

•  /nspeĐt the trueness 
of struĐture using leǀel 
Ănd pluŵb bob tools

•  WrĂĐtiĐe tĂking 
ŵeĂsureŵents  Ănd 
ĐreĂte ŵĂrkings to 
Ăsseŵble diīerent 
pĂrts of door ͬǁindoǁ 
struĐture before 
instĂllĂtion

•  Werforŵ ĐheĐks Ăt 
regulĂr interǀĂls to 
Ăǀoid ĂnǇ errors

•  Werforŵ ŵĂrkings of 
plĂĐeŵent positions 
Ănd ĂĐĐess the fĂstener 
sǇsteŵ to fĂsten the 
hĂrdǁĂre ĂĐĐessories 
or Įƫngs Ăs per 
ǁorksite reƋuireŵents

•  EǆĂŵine for spĂĐing 
Ălignŵent betǁeen 
the door ͬǁindoǁ Ănd 
frĂŵe

&&^ͬE6ϭ0ϭ CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  tĂpe͕ 
penĐils͕ 
seĂlĂnts͕ 
erĂser͕   
pluŵb bob 
tools

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
ϭϴ:00 
,ours

2ϵϱ
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ϭϰͲ
ϭ6

•  WrĂĐtiĐĂl ;lĂbͿ Ͳ 
Assist in reŵoǀĂl of 
old ǁindoǁs Ănd 
door Ălong ǁith 
other reŵoǀĂble 
ĂrĐhiteĐturĂl Įƫngs 
ǁith hĂnd Ănd poǁer 
tools

•  /nspeĐt the Ăperture 
siǌes ĂgĂinst the surǀeǇ 
siǌes to Ăǀoid dĂŵĂge 
during instĂllĂtion of 
ǁindoǁsͬdoors

•  ApplǇ Ădhesiǀesͬ
sĐreǁsͬnĂils Ăs per 
reƋuireŵent for 
fĂstening the furniture 
pĂrts to ensure ƋuĂlitǇ 
Ănd ĐorreĐt Įƫng

•  /dentifǇ slots for 
plĂĐingͬinstĂlling Ănd 
Ăssist in the instĂllĂtion 
of doorͬǁindoǁs frĂŵe 
bǇ fĂstening to surfĂĐe 
ǀiĂ ĂppropriĂte usĂge 
of nĂilsͬsĐreǁs

•  WrĂĐtiĐe instĂllĂtion 
of the doorͬǁindoǁ 
into the frĂŵe bǇ using 
ĂppropriĂte doorͬ
ǁindoǁ hinges

•  Assist in identifǇing 
Ănd ĂpplǇing ŵĂteriĂls͕ 
seĂlĂnt to Įll gĂps 
in surfĂĐes Ănd triŵ 
eǆĐess ŵĂteriĂls in 
instĂllĂtion

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

,inges͕ 
Įƫngs 
like Ňoor 
springs͕ 
Ňoor 
piǀots͕ 
oǀerheĂd 
Đlosers͕ 
ĐhĂnnels 
Ănd Įǆings͕ 
hĂndles͕ 
lĂtĐhͬ
bolts͕ door 
stopper͕  
oǀerheĂd 
door Đloser͕  
buƩ hinges͕ 
Aldrop͕ 
toǁer 
bolts͕ Ňoor 
springs͕ 
tĂpe

WrĂĐtiĐĂl 
ϭϱ:00 
,ours

ϭ7Ͳ
ϭϴ

dools used 
for /nstĂllͲ
ing 'lĂss 
�oors͕ 
tindoǁs

•  /dentifǇ diīerent  
tools Ͳ �rill ŵĂĐhine͕ 
ŵĂrking tools͕ 
ŵeĂsureŵent tools͕ 
testing tools

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐͲ
tor͕  �rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ ŵeĂͲ
sureŵent 
tools͕ testͲ
ing tools

dheorǇ 
0ϰ:00 
,ours

2ϵ6
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•  WrĂĐtiĐĂl on skill lĂb: Ͳ 
ZeĐognise Ănd Įnd the 
feĂtured Ănd funĐtions 
of Ăll tools

•  /dentifǇ ĐorreĐt usĂge 
of tools

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

�rill 
ŵĂĐhine͕ 
ŵĂrking 
tools͕ ŵeĂͲ
sureŵent 
tools͕ testͲ
ing tools

WrĂĐtiĐĂl 
ϭ0:00 
,ours

ϭϵͲ
20

/dentifǇ diīerent DĂnuĂl 
dools:
•  ,Ănd dools:Ͳ Allen keǇ 

set͕ sĐreǁdriǀer set
•  DeĂsureŵent tools:Ͳ

DeĂsureŵent tĂpe͕ 
steel rule͕

•  DĂrking tools:ͲWenĐil͕ 
ŵĂrking knife͕ ŵĂrking 
threĂd

•  ^triking tools:Ͳ CrossͲ
peen hĂŵŵer͕  ŵĂllet

•  desting tools:Ͳ drǇ 
sƋuĂre͕ ŵitre sƋuĂre͕ 
sprit >eǀel͕

•  ,olding tools:Ͳ ' ClĂŵp
•  Woǁer tools:Ͳ dile 

ĐuƩer͕  drill ŵĂĐhine͕ 
diĂŵond blĂde

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
deŵonstrĂtion

Allen keǇ 
set͕ sĐreǁͲ
driǀers͕ 
ŵeĂsureͲ
ŵent tĂpe͕ 
trǇ sƋuĂre͕ 
ŵitre 
sƋuĂre͕ tile 
ĐuƩer͕  drill 
ŵĂĐhine͕ 
diĂŵond 
blĂde

WrĂĐtiĐĂl 
ϭϯ:00 
,ours

2ϭͲ
2ϯ

Assist in 
QuĂlitǇ 
CheĐk Ănd 
,Ăndoǀer 
to Client

•  Werforŵ on site 
ŵodiĮĐĂtions thĂt ŵĂǇ 
be reƋuired Ănd touĐh 
up if needed

•  /nspeĐt for ĂnǇ pĂth 
bloĐkĂge or dĂŵĂge 
like preͲinstĂlled 
deĐorĂtiǀe ŵĂteriĂls͕ 
duĐts or ĂnǇ other 
struĐture in building 
Ănd suggest reŵedies if 
reƋuired

•  ^hoǁ hoǁ to Ădǀise 
Đustoŵer for ĂnǇ 
releǀĂnt ŵĂintenĂnĐe 
reƋuireŵents bǇ 
orgĂnisĂtionĂl poliĐǇ

•  WrĂĐtiĐe tĂking note  
of inputsͬ feedbĂĐk 
reĐeiǀed during ǁork 
to inĐorporĂte in future

•  Assist in Đoŵpletion 
of the proĐedurĂl 
doĐuŵents postͲ
Đoŵpletion Ănd 
undertĂke Đustoŵer 
signoī digitĂllǇ 
or on pĂper Ăs 
ĂĐknoǁledgeŵent 
for Đoŵpletion of the 
instĂllĂtion

&&^ͬE6ϭ0ϭ ClĂssrooŵ 
leĐtureͬ 
WoǁerWoint 
WresentĂtionͬ 
WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

CoŵputͲ
er͕  blĂĐkͬ
ǁhiteͲ
boĂrd͕ 
ŵĂrker͕  
ĐhĂlk͕ 
duster͕  
pĂŵphletsͬ 
leĂŇets͕ 
proũeĐtor͕  
sĂŵple 
proĐedurĂl 
doĐuŵents

dheorǇ 
0ϰ:00 
,ours
WrĂĐtiĐĂl 
ϭϰ:00 
,ours

2ϵ7
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Facilitator Guide

•  �eterŵine if the ǁork 
is deliǀered ǁithin the 
tiŵefrĂŵe Ănd Ăs per 
ƋuĂlitǇ stĂndĂrds

•  Assist in Đoŵpletion 
of the proĐedurĂl 
doĐuŵents postͲ
Đoŵpletion

•  Werforŵ Đustoŵer 
signoī digitĂllǇ 
or on pĂper Ăs 
ĂĐknoǁledgeŵent 
for Đoŵpletion of 
instĂllĂtion funĐtioning͕ 
Ălignŵent

2ϰͲ
2ϱ

•  �eŵonstrĂte the 
testing proĐess of 
repĂiredͬ serǀiĐed 
produĐt ͬneǁ 
instĂllĂtion 

•  ^hoǁ hoǁ to orgĂnise 
Ăll the tools Ănd 
eƋuipŵent s͛ Ănd 
reŵoǀe froŵ the site 

•  �eŵonstrĂte hoǁ to 
ǁipe the instĂllĂtion 
Ănd ĐleĂn the ǁork 
ĂreĂ 

•  ^hoǁ hoǁ to reŵoǀe 
the debris Ănd 
dispose of the ǁĂste 
ĂppropriĂtelǇ ĂŌer 
ǁork Đoŵpletion in 
ĂĐĐordĂnĐe to ǁĂste 
disposĂl poliĐǇ

&&^ͬE6ϭ0ϭ WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

,ĂrdǁĂre 
for door͕  
ǁindoǁs͕
hinges͕ 
Įƫngs 
like Ňoor 
springs͕ 
Ňoor 
piǀots͕ 
oǀerheĂd 
Đlosers͕ 
ĐhĂnnels 
Ănd Įǆings͕ 
hĂndles͕ 
lĂtĐhͬ
bolts͕ door 
stopper͕  
oǀerheĂd 
door Đloser͕  
buƩ hinges͕ 
Aldrop͕ 
toǁer 
bolts͕ Ňoor 
springs͕ 
tĂpe

WrĂĐtiĐĂl 
ϭ0:00 
,ours

26Ͳ
27

•  /dentifǇ ǀĂrious 
tǇpes of glĂss doors 
Ănd ǁindoǁs Įƫng 
produĐts

•  CĂtegorise ǀĂrious 
tǇpes of defeĐts suĐh Ăs 
loose sĐreǁs͕ iŵproper 
Ălignŵent͕ etĐ. Ănd 
troubleshooting 
Đoŵŵon errors

•  CoŵŵuniĐĂte ĐleĂrlǇ 
on the issues being 
fĂĐed Ănd ĐlĂrifǇ 
Ƌueries

dheorǇ 
0ϰ:00 
,ours

2ϵϴ
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Assembler- Doors/Windows (Glass)

WrĂĐtiĐĂl AĐtiǀities:
•  �eŵonstrĂte the 

proĐess of Ăsseŵbling 
door Ănd ǁindoǁs Ănd 
plĂĐeŵent of glĂss

•  /llustrĂte the proĐess of 
ŵĂrking͕ Đuƫng glĂss͕ 
polishing͕ repĂiring 
rough edges͕ etĐ.

•  ^hoǁ hoǁ to Ăsseŵble 
Ănd disŵĂntle 
Đoŵponents for 
diīerent produĐts

•  CĂtegorise releǀĂnt 
hĂnd Ănd poǁer tools 
suĐh Ăs ǁrenĐhes͕ 
pliers͕ sĐreǁdriǀer͕  
poǁer drill͕ ǁhole 
ĐuƩer͕  ŵetĂl Įle͕ 
poǁer driller͕  etĐ.

WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

WenĐil͕ 
ŵĂrking 
knife͕ 
ŵĂrking 
threĂd͕ 
polishing 
tools͕ 
ǁrenĐhͲ
es͕ pliers͕ 
sĐreǁͲ
driǀer͕  
poǁer drill͕ 
ǁhole ĐutͲ
ter͕  ŵetĂl 
Įle͕ poǁer 
driller

WrĂĐtiĐĂl 
ϭ0:00 
,ours

2ϴͲ
2ϵ

^ĂfetǇ 
^tĂnͲ
dĂrds Ănd 
ZesponsͲ
es for 
eŵergenĐǇ 
situĂtions

•  CoŵplǇ ǁith the 
sĂfetǇ stĂndĂrds Ănd 
preĐĂutions to be tĂken

•  /dentifǇ eŵergenĐǇ 
situĂtions Ănd respond 
ĂĐĐordinglǇ 

WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

AntiseptiĐ 
liƋuids͕ 
bĂndĂges͕ 
betĂdine 
solution͕ 
disposĂble 
gloǀes͕ pĂin 
relief sprĂǇ͕  
seĂrĐhͲ
lights͕ 
phone 
direĐtorǇ͕  
stretĐher

WrĂĐtiĐĂl 
ϭ2:00 
,ours

ϯ0Ͳ
ϯϭ

WWE 
used for 
/nstĂllĂtion 
WroĐess

•  CoŵpĂre diīerent 
tǇpes of personĂl 
WroteĐtiǀe EƋuipŵent 
during the instĂllĂtion 
of glĂss doors Ănd 
ǁindoǁs Ănd their 
usĂge

•  Use of diīerent tǇpes 
of eǆtinguishers

•  WrĂĐtiĐe ĂppliĐĂtion 
of Įrst Ăid on ǀĂrious 
tǇpes of inũuries

WrĂĐtiĐĂl 
�eŵonstrĂͲ
tion

^ĂfetǇ 
DĂsks͕ 
sĂfetǇ 
glĂsses͕ eĂr 
plug͕ sĂfetǇ 
footǁeĂr͕  
gloǀes͕
Įrst Ăid͕ 
diīerent 
tǇpes of 
Įre eǆtinͲ
guisher

WrĂĐtiĐĂl 
ϭ2:00 
,ours

/nternĂl Assessŵent Ͳ dheorǇ Assessŵent
                                        Ͳ WrĂĐtiĐĂl Assessŵent

Total Duration

Theory 
Duration

24:00 
Hours

Practical 
Duration
168:00 
Hours

2ϵϵ
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Facilitator Guide

Assessment Criteria for Assembler- Doors/Windows (Glass)

Job Role Assembler- Doors/Windows (Glass)

Qualification Pack FFS/Q6101

Sector Skill Council Furniture & Fittings Skill Council

Sr. No. Guidelines for Assessment

1
CriteriĂ for Ăssessŵent for eĂĐh QuĂliĮĐĂtion WĂĐk ǁill be ĐreĂted bǇ the ^eĐtor ^kill CounĐil. EĂĐh 
WerforŵĂnĐe CriteriĂ ;WCͿ ǁill be Ăssigned ŵĂrks proportionĂl to its iŵportĂnĐe in EK^. ^^C ǁill Ălso 
lĂǇ doǁn proportion of ŵĂrks for dheorǇ Ănd ^kills WrĂĐtiĐĂl for eĂĐh WC

2 dhe Ăssessŵent for the theorǇ pĂrt ǁill be bĂsed on knoǁledge bĂnk of Ƌuestions ĐreĂted bǇ the ^^C

ϯ Assessŵent ǁill be ĐonduĐted for Ăll ĐoŵpulsorǇ EK^͕ Ănd ǁhere ĂppliĐĂble͕ on the seleĐted eleĐtiǀeͬ
option EK^ͬset of EK^. 

ϰ /ndiǀiduĂl Ăssessŵent ĂgenĐies ǁill ĐreĂte uniƋue Ƌuestion pĂpers for theorǇ pĂrt for eĂĐh ĐĂndidĂte 
Ăt eĂĐh eǆĂŵinĂtionͬtrĂining Đentre ;Ăs per Ăssessŵent ĐriteriĂ beloǁͿ

ϱ /ndiǀiduĂl Ăssessŵent ĂgenĐies ǁill ĐreĂte uniƋue eǀĂluĂtions for skill prĂĐtiĐĂl for eǀerǇ student Ăt 
eĂĐh eǆĂŵinĂtionͬtrĂining Đentre bĂsed on this ĐriteriĂ.

6 do pĂss the QuĂliĮĐĂtion WĂĐk ͕ eǀerǇ trĂinee should sĐore Ă ŵiniŵuŵ of ϱ0й in ĂggregĂte.
7 /n ĐĂse of unsuĐĐessful Đoŵpletion͕ the trĂinee ŵĂǇ seek reĂssessŵent on the QuĂliĮĐĂtion WĂĐk.

Assessable 
Outcomes Assessment Criteria for Outcomes Total 

Mark 
Out 
Of

Marks Allocation

Theory Skills 
Practical

FFS/N6101
(Assist lead
technician in
work process
-glass doors
and windows)

WCϭ. gĂther Ănd orgĂniǌe reƋuired tools Ănd eƋuipŵent s͕͛ 
hĂrdǁĂre Įƫngs for Ăsseŵbling Ănd instĂllĂtion of Įƫng

100

ϯ 1 2

WC2. unpĂĐk the ŵĂteriĂl ͬpĂrts Ăs per instruĐtions of leĂd ϯ 1 2

WCϯ. Ăssist in ĐheĐking ƋuĂlitǇ of ŵĂteriĂl Ărriǀed Ăt ǁork site 
Ăs per speĐiĮĐĂtion Ăgreed bǇ the Đlient Ănd inforŵ leĂd for 
ĂnǇ repĂirͬreplĂĐeŵent needed

ϱ 1 ϰ

WCϰ. Ze tĂke ŵeĂsureŵent of the spĂĐeͬ ĂreĂ for Įƫng of 
doors͕ ǁindoǁs ĂgĂinst the glĂss doorͬǁindoǁ ϰ 1 ϯ

WCϱ. Ăssist in ĐĂrrǇing out Ă risk Ăssessŵent for the 
instĂllĂtion proĐess Ănd ĂĐĐordinglǇ Ădǀise the Đlient of the 
hĂǌĂrds ĂssoĐiĂted ǁith the ǁork. ; e.g. Đondition of ǁĂllͿ

ϱ 1 ϰ

WC6. support in ĐheĐking for ĂnǇ ĂppĂrent defeĐts Ănd 
deĮĐienĐies Ăround the struĐturĂl opening. /nforŵ Đlient for 
repĂir before the neǁ ǁindoǁsͬdoors being instĂlled.

ϰ 1 ϯ

WC7. ĐheĐk for presenĐe of ĂnǇ eleĐtriĐĂl or speĐiĂlist 
iteŵs suĐh Ăs teleǀision ĂeriĂls Ănd telephone ǁires in the 
Ăperture. /f these iteŵs ĂīeĐt the perforŵĂnĐe of doorsͬ
ǁindoǁs suggest diīerent route for theŵ.

ϯ 1 2

WCϴ. ĐleĂn the ǁork ĂreĂ to ensure hĂǌĂrd free ǁork ϯ 1 2

Annexure II
Assessment Criteria

CRITERIA FOR ASSESSMENT OF TRAINEES

ϯ00
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Assembler- Doors/Windows (Glass)

WCϵ. Ăssist in reƋuisite doĐuŵentĂtion Ăs per orgĂniǌĂtion 
protoĐol ϯ 1 2

WCϭ0. ensure thĂt the Ňoor guĂrdͬ other Ňoor sĂfetǇ ŵĂteriĂl 
is spreĂd on the Ňoor to preǀent dĂŵĂge to the Ňoorͬ
indiǀiduĂl Ănd Ălso use sĂfetǇ eƋuipŵent Ănd personĂl 
proteĐtion eƋuipŵent Ăs needed suĐh Ăs gloǀes ͕ goggles 
͕ŵĂsk

2 0 2

WCϭϭ. Ăssist in reŵoǀĂl of old ǁindoǁs Ănd door Ălong ǁith 
other reŵoǀĂble ĂrĐhiteĐturĂl Įƫngs ǁith hĂnd Ănd poǁer 
tools for repĂiring or instĂlling neǁ

ϰ 1 ϯ

WCϭ2. Ăssist in ĐheĐking trueness of struĐture using leǀel Ănd 
pluŵb bob tools ϰ 1 ϯ

WCϭϯ. ŵeĂsure ŵĂteriĂls using ĂppropriĂte tools Ănd 
eƋuipŵent Ănd ŵĂrk outlines or pĂƩern on glĂss for Đuƫng ϰ 1 ϯ

WCϭϰ. Ăssist in Đuƫng͕ grinding or polishing glĂss͕ 
sŵoothening surfĂĐes ǁith ŵĂteriĂls or tools Ăs needed in 
ĂĐĐordĂnĐe to design Ănd Đlient reƋuireŵent

ϱ 1 ϰ

WCϭϱ. plĂĐe toughenedͬglĂǌedͬplĂin glĂss in ǁindoǁs͕ doors 
Ănd entrĂnĐes Ăt the ŵĂrked loĐĂtion or Ăs per Įƫngs 
plĂĐeŵent

ϱ 1 ϰ

WCϭ6. Ăssist in identifǇing Ănd ĂpplǇing ŵĂteriĂls Ănd seĂlĂnt 
to Įll gĂps in surfĂĐes Ănd triŵ eǆĐess ŵĂteriĂls in instĂllĂtion 
Ănd sŵoothening of surfĂĐes Ăs per ƋuĂlitǇ stĂndĂrds

ϰ 1 ϯ

WCϭ7. ĐheĐk for funĐtioning ͕Ălignŵent etĐ Ănd reĐtifǇ ĂnǇ 
error found ϯ 1 2

WCϭϴ. put ŵĂrkings of plĂĐeŵent positions Ănd ĂĐĐess the 
fĂstener sǇsteŵ ;e.g. poǁer drillsͿ to fĂsten the hĂrdǁĂre 
ĂĐĐessories or Įƫngs Ăs per ǁorksite reƋuireŵents. E.g. 
&iƫngs like Ňoor springs͕ Ňoor piǀots͕ oǀerheĂd Đlosers͕ 
ĐhĂnnels Ănd Įǆings͕ hĂndles͕ lĂtĐhͬbolts etĐ.

ϰ 1 ϯ

WCϭϵ. Ăssist leĂd in testing of repĂiredͬ serǀiĐed produĐt ͬ
neǁ instĂllĂtion ǁ.r.t funĐtioning͕ Ălignŵent͕ plĂĐeŵent etĐ. 
ĂgĂinst the speĐiĮĐĂtions before hĂnding oǀer to Đlient

ϱ 1 ϰ

WC20. ĐonduĐt ĂnǇ on site ŵodiĮĐĂtions thĂt ŵĂǇ be reƋuired 
Ănd touĐh up if needed ϰ 1 ϯ

WC2ϭ. Ăssist in ĐheĐking for ĂnǇ pĂth bloĐkĂge or dĂŵĂge 
like preͲinstĂlled deĐorĂtiǀe ŵĂteriĂls͕ duĐts or ĂnǇ other 
struĐture in building Ănd suggest reŵedies if reƋuired

ϰ 1 ϯ

WC22. Ăssist in Ădǀising Đustoŵer of ĂnǇ releǀĂnt 
ŵĂintenĂnĐe reƋuireŵents in ĂĐĐordĂnĐe ǁith orgĂniǌĂtionĂl 
poliĐǇ

ϰ 1 ϯ

WC2ϯ. gĂther Ăll the tools Ănd eƋuipŵent s͛ Ănd reŵoǀe froŵ 
the site ϯ 1 2

WC2ϰ. ǁipe the instĂllĂtion Ănd ĐleĂn the ǁork ĂreĂ ϯ 1 2

WC2ϱ. reŵoǀe the debris Ănd dispose the ǁĂste ĂppropriĂtelǇ 
ĂŌer ǁork Đoŵpletion in ĂĐĐordĂnĐe to ǁĂste disposĂl poliĐǇ ϯ 1 2

WC26. tĂke note of inputsͬ feedbĂĐk reĐeiǀed during ǁork to 
inĐorporĂte in future. ϯ 1 2

WC27. Ăssist in Đoŵpletion of the proĐedurĂl doĐuŵents post 
Đoŵpletion Ănd undertĂke Đustoŵer signoī digitĂllǇ or on 
pĂper Ăs ĂĐknoǁledgŵent for Đoŵpletion of instĂllĂtion

ϯ 1 2

Total of 1st NOS 100 20 80

ϯ0ϭ
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FFS/N8601
Ensure health and 
safety at
workplace  

WCϭ. ǁork sĂfelǇ Ăt Ăll tiŵes͕ ĐoŵplǇing ǁith heĂlth Ănd 
sĂfetǇ legislĂtion͕ regulĂtions Ănd other releǀĂnt guidelines

100

ϯ 2 1

WC2. ensure thĂt heĂlth Ănd sĂfetǇ instruĐtions ĂppliĐĂble to 
the ǁork plĂĐe Ăre being folloǁed ϯ 1 2

WCϯ. ĐheĐk the ǁorksite for ĂnǇ possible heĂlth Ănd sĂfetǇ 
hĂǌĂrds ϯ 1 2

WCϰ. folloǁ ŵĂnufĂĐturers͛ instruĐtions Ănd ũob speĐiĮĐĂtions 
relĂting to sĂfe use of ŵĂteriĂls speĐiĮĐĂllǇ ĐheŵiĐĂls Ănd 
poǁer eƋuipŵent

ϯ 1 2

WCϱ. ensure sĂfe hĂndling Ănd disposĂl of ǁĂste Ănd debris ϯ 0 ϯ

WC6. identifǇ Ănd report ĂnǇ hĂǌĂrds Ănd potentiĂl risksͬ 
threĂts to superǀisors or other Ăuthoriǌed personnel 
,ĂǌĂrds: shĂrp edged tools͕ hĂǌĂrdous surfĂĐes͕ phǇsiĐĂl 
hĂǌĂrds͕ eleĐtriĐĂl hĂǌĂrds͕ heĂlth hĂǌĂrds froŵ ĐheŵiĐĂls 
Ănd other suĐh toǆiĐ ŵĂteriĂl etĐ.

ϯ 1 2

WC7. undertĂke Įrst Ăid ĂĐtiǀities in ĐĂse of ĂnǇ ĂĐĐident͕ if 
reƋuired Ănd Ăsked to do so ϯ 0 ϯ

WCϴ. seleĐt Ănd use ĂppropriĂte personĂl proteĐtiǀe 
eƋuipŵent ĐoŵpĂtible to the ǁork Ănd ĐoŵpliĂnt to releǀĂnt 
oĐĐupĂtionĂl heĂlth Ănd sĂfetǇ guidelines WersonĂl proteĐtiǀe 
eƋuipŵent: ŵĂsks͕ sĂfetǇ glĂsses͕ heĂd proteĐtion͕ eĂr ŵuīs͕ 
sĂfetǇ footǁeĂr͕  gloǀes͕ Ăprons etĐ.

ϯ 0 ϯ

WCϵ. ŵĂintĂin ĐorreĐt bodǇ posture ǁhile stĂnding Ănd 
ǁorking for long hours Ănd ĐĂrrǇing heĂǀǇ ŵĂteriĂls ϯ 0 ϯ

WCϭ0. liŌ͕ ĐĂrrǇ or ŵoǀe heĂǀǇ ǁooden furniture Ănd 
ĂĐĐessories froŵ one plĂĐe to Ănother using Ăpproǀed sĂfe 
ǁorking prĂĐtiĐes

ϰ 2 2

WCϭϭ. hĂndle Ăll reƋuired tools͕ ŵĂĐhines ͕ ŵĂteriĂls Θ 
eƋuipŵent sĂfelǇ ϰ 2 2

WCϭ2. Ădhere to releǀĂnt oĐĐupĂtionĂl sĂfetǇ poliĐies ǁhile 
hĂndling shĂrp tools to ŵĂke Ănd instĂll furniture Ănd Įƫngs ϯ 0 ϯ

WCϭϯ. dĂke sĂfetǇ ŵeĂsures ǁhile hĂndling glĂss͕ heĂǀǇ 
ǁood͕ ŵĂteriĂls͕ ĐheŵiĐĂls etĐ. ϯ 0 ϯ

WCϭϰ. ĂpplǇ good housekeeping prĂĐtiĐes Ăt Ăll tiŵes 'ood 
housekeeping prĂĐtiĐes: ĐleĂnͬtidǇ ǁork ĂreĂs͕ reŵoǀĂlͬ
disposĂl of ǁĂste produĐts͕ proteĐt surfĂĐes

ϯ 2 1

WCϭϱ. report ĂĐĐidentͬinĐident report to Ăuthoriǌed personĂl ϯ 1 2

WCϭ6. perforŵ bĂsiĐ sĂfetǇ ĐheĐks before operĂtion of Ăll 
ŵĂĐhines͕ tools Ănd eleĐtriĐĂl eƋuipŵent ϯ 2 1

WCϭ7. folloǁ reĐoŵŵended ŵĂteriĂl hĂndling proĐedure to 
Đontrol dĂŵĂge Ănd personĂl inũurǇ ϯ 1 2

WCϭϴ. folloǁ sĂfe ǁorking prĂĐtiĐes Ăt Ăll tiŵes ϯ 1 2

WCϭϵ. folloǁ ĂppropriĂte proĐedure in ĐĂse Ă of Įre 
eŵergenĐǇ ϯ 1 2

WC20. folloǁ eleĐtriĐĂl sĂfetǇ ŵeĂsures ǁhile ǁorking ǁith 
eleĐtriĐĂllǇ poǁered tools Θ eƋuipŵent ϰ 2 2

WC2ϭ. folloǁ Ăgreed ǁork loĐĂtion proĐedures in the eǀent of 
Ăn eŵergenĐǇ or Ăn ĂĐĐident ϯ 1 2

WC22. folloǁ eŵergenĐǇ Ănd eǀĂĐuĂtion proĐedures in ĐĂse 
of ĂĐĐidents͕ Įres͕ nĂturĂl ĐĂlĂŵities ϯ 1 2

ϯ02
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WC2ϯ. ĐheĐk Ănd ensure generĂl heĂlth Ănd sĂfetǇ eƋuipŵent 
Ăre ĂǀĂilĂble Ăt ǁork site 'enerĂl heĂlth Ănd sĂfetǇ 
eƋuipŵent: Įre eǆtinguishers͖ Įrst Ăid eƋuipŵent͖ sĂfetǇ 
instruŵents Ănd Đlothing͖ sĂfetǇ instĂllĂtions ;e.g. Įre eǆits͕ 
eǆhĂust fĂnsͿ

ϰ 1 ϯ

WC2ϰ. ĐoŵplǇ ǁith restriĐtions iŵposed on hĂrŵful ĐheŵiĐĂls 
inside ǁork ĂreĂ during ǁorking hours ϯ 0 ϯ

WC2ϱ. ĐorreĐtlǇ deŵonstrĂte resĐue teĐhniƋues Ăpplied 
during Įre hĂǌĂrd ϯ 0 ϯ

WC26. deŵonstrĂte good housekeeping in order to preǀent 
Įre hĂǌĂrds ϯ 0 ϯ

WC27. deŵonstrĂte the ĐorreĐt use of Ă Įre eǆtinguisher ϯ 2 1

WC2ϴ. deŵonstrĂte hoǁ to free Ă person froŵ eleĐtroĐution ϯ 1 2

WC2ϵ. respond proŵptlǇ Ănd ĂppropriĂtelǇ to Ăn ĂĐĐident 
situĂtion or ŵediĐĂl eŵergenĐǇ ϯ 0 ϯ

WCϯ0. pĂrtiĐipĂte in eŵergenĐǇ proĐedures EŵergenĐǇ 
proĐedures: rĂising ĂlĂrŵ͕ sĂfeͬeĸĐient͕ eǀĂĐuĂtion͕ ĐorreĐt 
ŵeĂns of esĐĂpe͕ ĐorreĐt ĂsseŵblǇ point͕ roll ĐĂll͕ ĐorreĐt 
return to ǁork

ϯ 0 ϯ

WCϯϭ. use the ǀĂrious ĂppropriĂte Įre eǆtinguishers on 
diīerent tǇpes of Įres ĐorreĐtlǇ dǇpes of Įres: ClĂss A: e.g. 
ordinĂrǇ solid Đoŵbustibles͕ Đoŵbustible ŵetĂls suĐh Ăs 
ŵĂgnesiuŵ

ϯ 1 2

WCϯ2. stĂte ŵethods of ĂĐĐident preǀention in the ǁork 
enǀironŵent͖ Dethods of ĂĐĐident preǀention: trĂining 
in heĂlth Ănd sĂfetǇ proĐedures͖ using heĂlth Ănd sĂfetǇ 
proĐedures͖ use of eƋuipŵent Ănd ǁorking prĂĐtiĐes ;suĐh Ăs 
sĂfe ĐĂrrǇing proĐeduresͿ͖ sĂfetǇ notiĐes͕ ĂdǀiĐe͖ instruĐtion 
froŵ ĐolleĂgues Ănd superǀisors

ϯ ϯ 0

Total of 2nd NOS 100 30 70

FFS/N8501
Maintain work
area, tools and
machines 

WCϭ. hĂndle ŵĂteriĂls͕ ŵĂĐhinerǇ͕  eƋuipŵent Ănd tools sĂfelǇ 
Ănd ĐorreĐtlǇ

100

ϴ ϰ ϰ

WC2. use ĐorreĐt hĂndling proĐedures ϴ ϰ ϰ

WCϯ. use ŵĂteriĂls to ŵiniŵiǌe ǁĂste ϴ ϰ ϰ

WCϰ. prepĂre Ănd orgĂniǌe ǁork ϴ ϰ ϰ

WCϱ. ŵĂintĂin Ă ĐleĂn Ănd hĂǌĂrd free ǁorking ĂreĂ ϴ ϰ ϰ

WC6. deĂl ǁith ǁork interruptions ϴ ϰ ϰ

WC7. ŵĂintĂin tools eƋuipŵent Ănd ĐonsuŵĂbles ϴ ϰ ϰ

WCϴ. ǁork in Ă ĐoŵfortĂble position ǁith the ĐorreĐt posture ϴ ϰ ϰ

WCϵ. use ĐleĂning eƋuipŵent Ănd ŵethods ĂppropriĂte for 
the ǁork to be ĐĂrried out ϴ ϰ ϰ

WCϭ0. dispose of ǁĂste sĂfelǇ in the designĂted loĐĂtion ϴ ϱ ϯ

WCϭϭ. store ĐleĂning eƋuipŵent sĂfelǇ ĂŌer use 7 ϯ ϰ

WCϭ2. ensure sĂfe Ănd ĐorreĐt hĂndling of ŵĂteriĂls͕ 
eƋuipŵent Ănd tools 7 ϯ ϰ

WCϭϯ. ŵĂintĂin ĂppropriĂte enǀironŵent to proteĐt stoĐk 
froŵ pilfering͕ theŌ͕ dĂŵĂge Ănd deteriorĂtion 6 ϯ ϯ

dotĂl of ϯrd EK^ ϭ00 ϱ0 ϱ0
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FFS/N8801
Work effectively
with others

WCϭ. seek ĂssistĂnĐe froŵ superǀisor or ĂnǇ suĐh ĂppropriĂte 
ĂuthoritǇ Ăs Ănd ǁhen reƋuired

100

ϯ 1 2

WC2. Ăsk Ƌuestions Ănd seek ĐlĂriĮĐĂtions on ǁork tĂsks 
ǁheneǀer reƋuired ϯ 1 2

WCϯ. seek Ănd obtĂin ĐlĂriĮĐĂtions on poliĐies Ănd 
proĐedures͕ froŵ the superǀisor or other Ăuthoriǌed 
personnel

ϱ ϱ 0

WCϰ. identifǇ Ănd report ĂnǇ possible deǀiĂtions to 
ĂppropriĂte ĂuthoritǇ ϯ 1 2

WCϱ. Ăddress the probleŵs eīeĐtiǀelǇ Ănd report if reƋuired 
to iŵŵediĂte superǀisor ĂppropriĂtelǇ ϱ 2 ϯ

WC6. reĐeiǀe instruĐtions ĐleĂrlǇ froŵ superiors Ănd respond 
eīeĐtiǀelǇ on the sĂŵe ϯ 1 2

WC7. folloǁ esĐĂlĂtion ŵĂtriǆ in ĐĂse of ĂnǇ grieǀĂnĐe 6 ϰ 2

WCϴ. ĂĐĐurĂtelǇ reĐeiǀe inforŵĂtion Ănd instruĐtions froŵ the 
superǀisor relĂted to one s͛ ǁork ϱ ϯ 2

WCϵ. ĐoordinĂte Ănd ĐooperĂte ǁith ĐolleĂgues to ĂĐhieǀe 
ǁork obũeĐtiǀes ϱ 0 ϱ

WCϭ0. displĂǇ Đourteous behĂǀiour Ăt Ăll tiŵes ϱ 0 ϱ

WCϭϭ. respond politelǇ to Đustoŵer Ƌueries Ănd other teĂŵ 
ŵeŵbers ϱ 1 ϰ

WCϭ2. folloǁ ǁork plĂĐe dress Đode ϱ 0 ϱ

WCϭϯ. keep ǁork ĂreĂ in Ă tidǇ Ănd orgĂniǌed stĂte ϱ 0 ϱ

WCϭϰ. Ădhere to tiŵe lines Ănd ƋuĂlitǇ stĂndĂrds ϱ 2 ϯ

WCϭϱ. folloǁ orgĂniǌĂtionĂl poliĐies Ănd proĐedures ϰ ϰ 0

WCϭ6. shĂre inforŵĂtion ǁith teĂŵ ǁhereǀer Ănd ǁheneǀer 
reƋuired to enhĂnĐe ƋuĂlitǇ Ănd produĐtiǀitǇ Ăt ǁork plĂĐe ϱ 2 ϯ

WCϭ7. ǁork together ǁith ĐoͲǁorkers in Ă sǇnĐhroniǌed 
ŵĂnner 6 0 6

WCϭϴ. ĐoŵŵuniĐĂte ǁith others ĐleĂrlǇ͕  Ăt Ă pĂĐe Ănd in Ă 
ŵĂnner thĂt helps theŵ to understĂnd 6 ϯ ϯ

WCϭϵ. shoǁ respeĐt to other Ănd their ǁork ϱ 0 ϱ

WC20. displĂǇ ĂĐtiǀe listening skills ǁhile interĂĐting ǁith 
others Ăt ǁork ϱ 0 ϱ

WC2ϭ. deŵonstrĂte responsible Ănd disĐiplined behĂǀiours 
Ăt the ǁorkplĂĐe͖ disĐiplined behĂǀiours: e.g. punĐtuĂlitǇ͖ 
Đoŵpleting tĂsks Ăs per giǀen tiŵe Ănd stĂndĂrds͖ not 
gossiping Ănd idling tiŵe͖ eliŵinĂting ǁĂste͕ honestǇ͕  etĐ.

6 0 6

Total of 4th NOS 100 30 70
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Optional: FFS/Q6102- Wooden/Aluminium

Assessable 
Outcomes Assessment Criteria for Outcomes Total 

Mark 
Out 
Of

Marks Allocation

Theory Skills 
Practical

FFS/N6102 (Assist
lead technician 
in work 
processwooden/
aluminium
doors and 
windows)

WCϭ. gĂther Ănd orgĂniǌe reƋuired tools Ănd eƋuipŵent s͕͛ 
hĂrdǁĂre Įƫngs for Ăsseŵbling Ănd instĂllĂtion of Įƫng

100

2 0 2

WC2. unpĂĐk the ŵĂteriĂl ͬpĂrts Ăs per instruĐtions of leĂd 2 0 2

WCϯ. Ăssist in ĐheĐking ƋuĂlitǇ of ŵĂteriĂl Ărriǀed Ăt ǁork site 
Ăs per speĐiĮĐĂtion Ăgreed bǇ the Đlient Ănd inforŵ leĂd for 
ĂnǇ repĂirͬreplĂĐeŵent needed

ϯ 1 2

WCϰ. ĐheĐk the ŵeĂsureŵent of doorsͬǁindoǁs Ăperture 
Đonsidering the siǌe Ănd ŵĂteriĂl of doorsͬǁindoǁs to be 
instĂlled͕ if neĐessĂrǇ proǀide suggestions for ŵodiĮĐĂtion 
Đonsidering eǆpĂnsionͬĐontrĂĐtion in ŵĂteriĂl under 
teŵperĂture ŇuĐtuĂtions.

ϱ 1 ϰ

WCϱ. Ăssist in ĐĂrrǇing out Ă risk Ăssessŵent for the 
instĂllĂtion proĐess Ănd ĂĐĐordinglǇ Ădǀise the Đlient of the 
hĂǌĂrds ĂssoĐiĂted ǁith the ǁork. ;e.g. Đondition of ǁĂllͿ

ϰ 1 ϯ

WC6. support in ĐheĐking for ĂnǇ ĂppĂrent defeĐts Ănd 
deĮĐienĐies Ăround the struĐturĂl opening. /nforŵ Đlient for 
repĂir before the neǁ ǁindoǁsͬdoors being instĂlled.

ϰ 1 ϯ

WC7. ĐheĐk for presenĐe of ĂnǇ eleĐtriĐĂl or speĐiĂlist 
iteŵs suĐh Ăs teleǀision ĂeriĂls Ănd telephone ǁires in the 
Ăperture. /f these iteŵs ĂīeĐt the perforŵĂnĐe of doorsͬ
ǁindoǁs suggest diīerent route for theŵ.

ϰ 1 ϯ

WCϴ. ĐheĐk the reƋuireŵent of sill height Ănd ŵĂsonrǇ 
opening for doorsͬǁindoǁs Ănd if ĂnǇ legĂl ĂpproǀĂl is 
reƋuired Ănd inforŵ seniorsͬĐlient for neĐessĂrǇ ĂĐtion.

ϰ 1 ϯ

WCϵ. ĐleĂn the ǁork ĂreĂ to ensure hĂǌĂrd free ǁork 2 0 2

WCϭ0. Ăssist in reƋuisite doĐuŵentĂtion Ăs per orgĂniǌĂtion 
protoĐol 2 0 2

WCϭϭ. ensure thĂt the Ňoor guĂrdͬ other Ňoor sĂfetǇ ŵĂteriĂl 
is spreĂd on the Ňoor 2 0 2

WCϭ2. Ăssist in reŵoǀĂl of old ǁindoǁs Ănd door Ălong ǁith 
other reŵoǀĂble ĂrĐhiteĐturĂl Įƫngs ǁith hĂnd Ănd poǁer 
tools for repĂiring or instĂlling neǁ pieĐes.

ϰ 1 ϯ

WCϭϯ. Ăssist in ĐheĐking trueness of struĐture using leǀel Ănd 
pluŵb bob tools Ănd ĐheĐking Đondition of ǁĂlls ;strength of 
ǁĂll͕ plĂster͕  loĂd beĂring ĐĂpĂĐitǇ etĐ.Ϳ

ϰ 1 ϯ

WCϭϰ. reĐheĐk the Ăperture siǌes ĂgĂinst the surǀeǇ siǌes to 
Ăǀoid dĂŵĂge during instĂllĂtion of ǁindoǁsͬdoors. ϯ 1 2

WCϭϱ. tĂke ŵeĂsureŵents Ănd ĐreĂte ŵĂrkings to Ăsseŵble 
diīerent pĂrts of door ͬǁindoǁ struĐture before instĂllĂtion ϯ 1 2

WCϭ6. ĂpplǇ ĂdhesiǀesͬsĐreǁsͬnĂils Ăs per reƋuireŵent for 
fĂstening the furniture pĂrts to ensure ƋuĂlitǇ Ănd ĐorreĐt 
Įƫng.

ϯ 1 2

WCϭ7. undertĂke ĐheĐks Ăt regulĂr interǀĂls to Ăǀoid ĂnǇ 
errors 2 0 2
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WCϭϴ. undertĂke ŵĂrkings of plĂĐeŵent positions Ănd ĂĐĐess 
the fĂstener sǇsteŵ ;e.g. poǁer drillsͿ to fĂsten the hĂrdǁĂre 
ĂĐĐessories or Įƫngs Ăs per ǁorksite reƋuireŵents. E.g. 
&iƫngs like door hinges͕ Ňoor springs͕ Ňoor piǀots͕ hĂndles͕ 
lĂtĐhͬbolts etĐ.

ϰ 1 ϯ

WCϭϵ. identifǇ slots for plĂĐingͬinstĂlling Ănd Ăssist in 
instĂllĂtion of doorͬǁindoǁs frĂŵe bǇ fĂstening to surfĂĐe 
ǀiĂ ĂppropriĂte usĂge of nĂilsͬsĐreǁs

ϰ 1 ϯ

WC20. instĂll the doorͬǁindoǁ into the frĂŵe bǇ using 
ĂppropriĂte doorͬǁindoǁ hinges Ănd sĐreǁs to fĂsten theŵ ϱ 1 ϰ

WC2ϭ. ĐheĐk for spĂĐing ͕ Ălignŵent betǁeen the door ͬ
ǁindoǁ Ănd frĂŵe ϯ 1 2

WC22. Ăssist in identifǇing Ănd ĂpplǇing ŵĂteriĂls Ănd seĂlĂnt 
to Įll gĂps in surfĂĐes Ănd triŵ eǆĐess ŵĂteriĂls in instĂllĂtion 
Ănd sŵoothening of surfĂĐes Ăs per

ϯ 1 2

WC2ϯ. ensure to deliǀer ǁork ǁithin the tiŵefrĂŵe Ănd in 
ĂĐĐordĂnĐe to ƋuĂlitǇ stĂndĂrds ϯ 1 2

WC2ϰ. Ăssist leĂd in testing of repĂiredͬ serǀiĐed produĐt ͬ
neǁ instĂllĂtion ǁ.r.t funĐtioning͕ Ălignŵent͕ plĂĐeŵent etĐ. 
ĂgĂinst the speĐiĮĐĂtions before hĂnding oǀer to Đlient

ϰ 1 ϯ

WC2ϱ. ĐonduĐt ĂnǇ on site ŵodiĮĐĂtions thĂt ŵĂǇ be reƋuired 
Ănd touĐh up if needed ϯ 1 2

WC26. Ăssist in ĐheĐking for ĂnǇ bloĐkĂge or dĂŵĂge like preͲ
instĂlled deĐorĂtiǀe ŵĂteriĂls͕ duĐts or ĂnǇ other struĐture in 
building Ănd suggest reŵedies if reƋuired.

ϰ 1 ϯ

WC27. Ăssist in Ădǀising Đustoŵer of ĂnǇ releǀĂnt 
ŵĂintenĂnĐe reƋuireŵents in ĂĐĐordĂnĐe ǁith ǁorksite 
reƋuireŵents.

ϯ 1 2

WC2ϴ. gĂther Ăll the tools Ănd eƋuipŵent s͛ Ănd reŵoǀe froŵ 
the site 2 0 2

WC2ϵ. ǁipe the instĂllĂtion Ănd ĐleĂn the ǁork ĂreĂ 2 0 2

WCϯ0. reŵoǀe the debris Ănd dispose the ǁĂste ĂppropriĂtelǇ 
ĂŌer ǁork Đoŵpletion in ĂĐĐordĂnĐe to ǁĂste disposĂl poliĐǇ ϯ 1 2

WCϯϭ. tĂke note of inputsͬ feedbĂĐk reĐeiǀed during ǁork to 
inĐorporĂte in future. 2 0 2

WCϯ2. Ăssist in Đoŵpletion of the proĐedurĂl doĐuŵents post 
Đoŵpletion Ănd undertĂke Đustoŵer signoī digitĂllǇ or on 
pĂper Ăs ĂĐknoǁledgŵent for Đoŵpletion of instĂllĂtion.

2 0 2

Total of 5th NOS 100 20 80

ϯ06



ϯ07

Assembler- Doors/Windows (Glass)

Chapter 1: 

ϭ. �
2. C
ϯ. �
ϰ. �
ϱ. �

Chapter 2:

ϭ. A
2. C
ϯ. A
ϰ. Wurple < �rǇ CheŵiĐĂl ʹ �

<C> �rǇ CheŵiĐĂl ʹ < or C
tĂter ʹ A
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ϭ0. �

Chapter 3:
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Chapter 4:
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Annexure III
Answers to Exercises for PHB
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Chapter 5:
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