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Supreme Commission for Tourism - Saudi Arabia Travel and Tourism Training Project

The purpose of this project is to design and develop detailed curriculum and instructional design
materials for ten tourism occupations. The project is funded by the Human Resource
Development Fund, Kingdom of Saudi Arabia.

The curriculum and materials will be used to provide training to develop human resource
capabilities in the identified occupations within the tourism industry as part of the countries
'Saudisation' economic policy.





Introduction

Competency standards provide an industry benchmark
for training and assessment. Standards provide the basis
for designing, implementing and assessing vocational
education and training programs.

This booklet provides information, hints and resources
for trainers, assessors and management about how to
successfully implement a competency based training
program.

The Tourism Occupation Training Program has developed
a number of support materials for each training module:

Trainee manuals that provide information to assist
learners develop the required competencies and
assessment materials that can be used to gather
evidence of competence. The assessment
exercises are designed to provide assessors with
sufficient information to make reliable judgements
about whether the trainee has met the required
competency standard.

Trainer guides and PowerPoint presentations that
provide practical training strategies and
approaches for the conduct of each unit of study.
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Competence
Competence is a ‘catch-all’ concept that tries to capture
all the knowledge and skills someone needs to perform a
particular job role or function. This model of competence
requires people to:

apply their knowledge and skills in a range of familiar
situations (task skills)

manage a variety of tasks simultaneously (task
management skills)

deal with the responsibilities and expectations of the
workplace (work role and function skills)

use broad problem solving skills to handle unforseen
situations (contingency management skills)

transfer their knowledge and skills to new work
situations.

Therefore, competency based training and assessment
focuses on what a person can do, not how they
developed the skills. It also measures performance
against specific industry competency standards rather
than by comparing people with each other.

The implementation of competency based training and
assessment has been supported by the development and
endorsement of Tourism Occupational Standards and
Competencies that are:

developed by people working in the industry

based on how work is performed in the tourism
industry

expressed in terms of workplace outcomes.

“Our Vision is to enable the tourism industry be operated,
maintained, and managed by qualified, skilled, knowledgeable,

and professional Saudis, then takeover of all the upcoming
occupational opportunities in KSA.”

National Project for Tourism Human Resources Development
Supreme Commission for Tourism (October 2004)
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National recognition
There are three government departments behind the
project. The Supreme Commission for Tourism is
managing and implementing the project in SA. The
Human Resource Development Fund is funding the
project. The HRDF is able to do this because it receives
income from the SA government via the collection of
fees paid by foreigners for work Visas. The third
department is the General Organisation for Education
and Vocational Training. GOTEVOT is the government
vocational training network that oversees the training
organisations

The Tourism Occupational Standards and Competencies
provide the basis for:

competency based training

competency based assessment

issuing nationally recognised qualifications based on
the demonstration of competence

Competency based training
Competency based training or CBT, focuses on what a
trainee can do as a result of participating in training. At
the end of the training, a trainee needs to be able to
demonstrate competency in a new skill.

In a non CBT training system, the measure of trainee
progression is time and it is teacher centred. In a CBT
system, the measure of trainee progression is mastery of
specific knowledge, skills and attitudes and is trainee
centred. In CBT the trainer is a facilitator of learning as
opposed to a provider of information. The trainer works
with trainees individually or in small groups as opposed
to presenting lectures. The focus of training is on each
trainee’s ability to perform essential job skills.

Two key terms used in CBT are:

Skill – a task or group of tasks performed to a
specific level of proficiency

Competency – a skill performed to a specific industry
standard under specific conditions.
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For example, a competent tour guide is one who is able
to perform tour guiding skills to a satisfactory industry
standard.

The essential elements of a CBT system are:

Units of competency/Duties that are carefully
developed to reflect the tasks required in the
performance of a specific duty or occupation

Units of competency/Duties are the basis of the
training program

Supporting theory is integrated with skill practice.
Essential knowledge is learned to support the
performance of skills

Methods of training involve mastery learning; the
premise that all trainees can master the required
knowledge, skills and attitudes, provided sufficient
time and appropriate training methods are used

Detailed training materials are matched to the
competencies to be achieved and are designed to
support the acquisition of knowledge, skills and
attitudes

Learning should be self-paced and allow the trainee
to progress through the training program based on
the trainee’s learning ability

Training approaches including large group methods,
small group activities, coaching and individual
study are used

A variety of support materials including print and
simulations related to the skills being mastered are
used

Satisfactory completion of the training is based on
achievement of all specified competencies.

Assessment in non CBT training courses typically
involves using knowledge-based tests. While knowledge
based assessments can certainly be used in CBT to
measure mastery of the information, the primary focus is
on mastery of skills.

Assessment in CBT training takes the trainee’s
knowledge and attitudes into account but requires actual
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performance of the competency/duty as the primary
source of evidence.

In CBT the assessment and the conditions under which
achievement will be assessed must be made clear to the
trainee at the commencement of the subject.

A unit of competency/duty is a statement of a key
function or role in a particular job or occupation.

Each unit of competency/duty has a number of
components that require careful reading and analysis to
help you develop a training and assessment strategy for
the unit of competency/duty.

The components are:

Component Definition

Duty/Unit
purpose

Provides a general guide to the purpose of the unit of
competency/duty

Elements/tasks Describes the skills that are required to perform the
work activity or duty

Performance
criteria/steps

Describes the level of skill required to complete the
task

Range
statements

Provide a context in which the work activity or duty is
to be performed

Evidence guide Clarify the knowledge the trainee must have and the
skills that must be demonstrated to prove that the
trainee is able to complete the work activity or duty
competently

Underpinning
knowledge and
skill

Provide information on what knowledge and skills are
needed to perform this work activity or duty

Key
competencies

The generic work skills learned throughout work and
life that are required in all jobs. These are
fundamental processes and are transferable to other
work activities

The unit of competency/duty also includes additional
information, such as resource requirements and
assessment methods, to assist you with the development
of your training and assessment strategy for the unit of
competency/duty.
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The benefits of CBT
BENEFITS FOR ENTERPRSISES:

Improved recruitment effectiveness through
matching competency requirements of jobs with
those offered by people seeking employment

Focused training directed at sills gaps and specific
enterprise requirements

Greater confidence in what people can actually do as
a result of training

Outcomes of training will be more reliable and
consistent

Greater capacity for individuals to transfer their skills
to new situations as a result of the development of
broad competency, rather than their capacity
being restricted to particular sets of tasks.

BENEFITS FOR INDUSTRY:

Better identification and meeting of overall skills
needs for the industry

Greater confidence that industry needs are being met
as a result of assessment based on standards

Greater efficiency in the delivery and duplication of
training effort reduced

Encouragement of skill development that is broad
and relevant to the future

BENEFITS FOR SAUDI ARABIA:

Enhanced skill formation to compete internationally

More cost efficient, relevant and accountable
vocational education and training provision

Access by individuals to industry recognised and
relevant competencies that are portable within and
across industries

Consistent assessment against relevant industry
standards
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Enhancement of equity and access of individual by
clear expression of requirements by industry, and
through RPL against standards

The role of industry in CBT
CBT training programs should be developed by industry
for industry. An important principle of CBT is that
trainees are trained to industry standards. With input
into the development of a CBT program, industry
establishes the performance criteria/steps that trainees
must achieve before they are deemed competent.

For the Tourism Occupational Training program: -

Is based directly on the SA tourism industry
competency standards (DACUM), and

Is based on actual work in the ten occupational
areas. This is defined by the tourism industry

Industry has defined the competency standards

Industry has expressed the standards as actual
workplace duties, tasks and steps.
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To
increas
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Assessment is defined as ‘the process of collecting
evidence and making a judgement on whether
competency has been achieved to confirm that an
individual can perform to the standard expected in the
workplace, as expressed in the unit of competency/duty’.

Competency based assessment is the process of
collecting evidence and making judgements against set
criteria. A trainee has to be able to demonstrate that
they are competent in a variety of ways and over a
period of time.

Trainees are measured against set criteria, not against
each other to determine competency.

Trainers will use a range of assessment methods and
strategies to enable trainees to demonstrate competence
against the performance criteria/steps.

Assessments are an ongoing process that integrates
knowledge, skills and attitudes with their practical
application over a period of time. All trainees must be
informed about the purpose and context of the
assessment process.

All assessments must be conducted using the four
principles of assessment. They are:

Fairness: Assessments and trainers should take into
account the trainee being assessed and ensure
they are not disadvantaged

Validity: A valid assessment assesses all aspects of
the unit of competency/duty

Reliability: A reliable assessment is consistent and
reproducible

Flexibility: Flexibility in assessment often involves
using more than one assessment method.

Assessments should take a variety of forms to provide a
sufficient range of evidence that is valid, current,

“This program aims to establish a unified national tourism
occupational standard to promote tourism services. Each

occupation will be defined and categorized by skills, knowledge,
and attitude in order to perform duties for each tourism

occupation professionally.”
National Project for Tourism Human Resources Development

Supreme Commission for Tourism (October 2004)
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sufficient and authentic to enable judgements to be
made about the trainee’s achievement of competency.

Assessments focus on the application of knowledge,
skills and attitudes to the standard of performance
required in the work environment. Assessments could
include and are not limited to:

Written tasks

Oral tasks

Role plays

Demonstrations

Observations

Journals

Group activities.

Different forms of assessment should be planned
throughout the training program to build skill levels of
the trainee and assess competency.

In developing the assessment tasks there are a number
of issues to consider:

The focus of the unit of competency/duty being
assessed. Is it technical, attitudinal or knowledge
based?

The opportunities and capacity to cluster tasks for
assessment purposes

How to assess both performance and underpinning
knowledge

How to satisfy the principles and rules of competency
based assessment – valid, reliable, fair and
flexible.

The answers to these issues will influence the choice of
assessment methods.
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Assessment methods
Practical demonstration

Where practical demonstration is required, it may be on
the job, or off the job in the form of simulations or role
plays. Simulations should be as realistic as possible.

Written or oral tests or questions

Tests may consist of formal written tests or simply oral
questions delivered before, during or after practical
demonstrations. The type of test will depend on the
nature and amount of knowledge required by the trainee
to perform the task. Some units of competency/duties
obviously require more underpinning knowledge than
others. In this case assessment of the knowledge
required of these units should be through a combination
of tests and projects.

Projects and assignments

Projects may be a variety of types according to the
nature of the unit of competency/duty and the training
situation. For information based units of
competency/duties, research projects should be
provided.

A number of tasks may be combined into one realistic
project.

Projects may be based on hypothetical situations, or, if
the trainee is working, may be real, workplace based
projects.

Case studies

Case studies provide a useful tool, particularly when
trainees are required to deal with issues. Analysis of real
life or realistic case studies is often an appropriate
method of assessment particularly for problem solving
and planning.
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Conducting Assessment
In competency based assessment a trainee is judged as
‘competent’ or ‘not yet competent’ against the unit of
competency.

Your role as trainer and assessor means that you must
make accurate decisions about the competency of the
trainee against the unit of competency/duty and, you
must be able to justify your decision. You must be able
to make sound and consistent judgements about the
acceptability of the evidence provided by the trainee.

The trainee needs to know what constitutes actual
evidence of competency. The assessment tasks of this
unit of competency/duty must make use of a
combination of assessment methods that provide
evidence of a trainee’s competency.

If the evidence indicates that a trainee is ‘competent’,
you are saying that the trainee has demonstrated that
they have the necessary skills, attitude and knowledge
to effectively perform a task to the standard required in
the workplace.

When a trainee is judged ‘not yet competent’, you are
saying that they are in need of further training or they
may need to produce more evidence of their knowledge,
skills and attitudes.

It is desirable that the trainee reach competency at the
first attempt at an assessment task, however, if a
trainee does not reach competency the first time they
are able to continue training and practicing skills and
attempt the assessment task again when they are more
confident. You as the trainer must provide another
opportunity for the trainee to achieve competence.

Trainees must be informed whether they have achieved
competency within the timeframe of assessment for each
assessment task. Verbal and written feedback should be
provided to the trainee about the outcomes of each
assessment task.
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Assessment records
It is the responsibility of the trainer to have efficient and
accurate records of each trainee assessment results so
that qualifications and Statements of Attainment can be
issued to the trainee.

This is important where the unit of competency/duty has
been assessed progressively through a series of
assessment tasks.

Trainees should have the right to view all information
recorded about them.

An example of an Assessment Record is included in this
guide.
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There are ten occupations covered in the Tourism
Occupational Training program. The occupations were
defined by a SA Industry Advisory Panel under the
guidance from the General Organisation for Technical
Education and Vocational Training and The Supreme
Commission for Tourism. The panel helped develop the
duties, tasks and steps for each occupation. In other
words they developed the Competency Standards.

For example: the panel for the occupation of Tour Guide
was made up of key leaders, employers and operators
from the tourism industry. The panel consisted of the
following people: -

Hameed Bano Ezza
Bin Zaid Travel Est.

Sultan Ahmed Al-Enezi
Al-Ola Municipality

Saleh M. Al-Shebl
Al-Salaam Airlines.

Abdulaziz A. Al-
Abduldayem
Madaen Saleh Hotel

Majdi Sayyed M. Jad
Saudi Tours and
Airlines Co.

Mohammed S. Salloma
Edla Private Est.

Yaquob M. Al-Khaleefa
Al-Rajhi for Omra Co.

Mutlaq Sulaiman A. Al-
Mutlaq
Education
Management – Al-Ola

Abdulrasheed A. R.
Bakhsh
Edla Private Est.

With the assistance of GOTEVOT, the SCT and the
facilitators Mr. Mohammed Ali Al-Sekhan

Mr. Abdullah M. Joharji, the panel referred to as the
DACUM1 Panel developed a list of duties, steps for each
duty and tasks for each step.

This process is often referred to as a DACUM (to design a
curriculum). For this project the DACUM was an

1 DACUM stands for "developing a curriculum" and is a methodology used by instructional designers
in a wide range of occupational training contexts. (Source: Wikipedia)

“Our mission is to increase nationalizing tourism occupations
rate through education and training, setting occupational

standards and competencies, and academic and/or vocational
accreditation.

National Project for Tourism Human Resources Development
Supreme Commission for Tourism (October 2004)
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occupational analysis. An example of the DACUM is
shown below for the Occupation of Tour Guide: -

E1) - STEPS E2) - STEPS E3) - STEPS E4) - STEPS E5) - STEPS E6) - STEPS

TASK =
Take care of
tourists

Keep tourists’
data

Meet tourists
with

cheerfulness

Wear national
clothes when

meeting
tourists

Assure tourists
safety

Remind tourists
to keep
personal
luggage

Reply to
tourists
inquiries

E7) - STEPS E8) - STEPS E9) - STEPS E10) - STEPS E11) - STEPS

Inform tourists
of new

programs

Inform the
organization
of the lost

items

Deliver lost
items to the
authorities

Offer memorial
gifts to tourists

Keep in touch
with tourists
after the visit

Looking at the above table the shaded box with the
statement “Take care of Tourists” is the task.

In other words it’s the Element of Competence.

The eleven boxes with the headings E1) to E11) are the
steps required to perform the task.

Or, in true competency based training, they are the
performance criteria required to satisfy the industry
standard.

The training framework was built from the information in
the DACUM. Keep in mind that the DACUM was a
detailed analysis that listed the duties, tasks and steps
for the work to be performed for each occupation.

An investigation of the work performed for each
occupation discovered that duties fell into two major
categories. Some duties were common to all
occupations and some were unique to a particular
occupation. Examples of common duties are performing
administrative tasks, develop tourism industry
knowledge and use technology. An example of a
specialist duty is a plan for a tour that is unique to the
Tour Guiding occupation.

The framework evolved from this discovering that duties
for the occupations are common or specialised. As a



Competency Based Training Guide 21/63
© Human Resources Development Fund/Supreme Commission for Tourism (2007)

result, the following framework was built that reflects the
work duties for each occupation: -

COMMON UNITS

1. TOUR GUIDE


