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TRAINING MANUAL (Theory & Practical)

PAINTING SKILLS 

Dear Trainee

Congratulations… you have made the right decision to be part of this training that will help you get the right job for which you may have been looking for the past years and help you to become a successful entrepreneur. You are at the RIGHT place and on the RIGHT path in achieving your personal career goals.

The Painting course study is designed to enable you to acquire a range of technical, practical, personal and organizational skills valued both within and beyond the workplace. You will also acquire underpinning knowledge and skills related to work, employment and further training within the painting construction industry. Through the study of these subjects, you will gain experience that can be applied to a range of contexts, including work, study and leisure and that will assist you to make informed career choices.
During the six months, you will acquire the basic skills by means of classroom presentations and PRACTICAL ON THE JOB TRAINING... The basics that need to be covered are:

Painting industry 

You are required to work through these guidelines in the manual one module at a time. First read Module 1 in the theory manual and then work through Module 1 in the practical manual. Make sure that you understand everything in Module 1 before going on to the next Module 2. 

Remember to contact your trainer and/or coach if you have any problems going through these guidelines.

We wish you success and all the best!
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How To Be A Professional

Even if you are able to find a job or start a business, it’s not easy to keep it. You must practice professional behavior if you want to succeed. Follow these 10 tips:

1. Be punctual.

Always show up for work early. Being on time if the first key to success. 

Know how to manage your time.

2. Be respectful.

Demonstrate respect to your employer, supervisor, co-workers, and customers. People without respect will never make it as a professional.

3. Have a positive attitude.

The power of a positive attitude is strong. Always have a positive attitude with your job or business—it will carry your far!
4. Demonstrate honesty & integrity.

Never lie. Be someone your boss, co-workers, and customers can trust. 

Be the best person you can be. Be a woman of substance!

5. Always communicate.

If you don’t understand something, ask questions. If you need to talk about something with your boss or co-workers, do it. If you are going to be late or something happens, call your boss immediately—don’t wait.

6. Have discipline.

Work hard to accomplish your job. Follow the rules and don’t make excuses. Be responsible—be someone your boss and co-workers can depend on. 

Pay attention to detail and quality. Hold yourself to the highest standards. 

7. Be proactive.

Always move on to the next task to make yourself helpful. If you see something that needs to be done, do it. Don’t just sit there, do something positive! Make the most of your work.

8. Be a team player.

Whether on the job or in your business always remember: United we stand, divided we fall. Work together with your co-workers to solve problems and do the best job.

9. Find the balance.

Balancing your home responsibilities with your work responsibilities is not easy. You need to make a plan for this with your partner, family, and friends. 

10. Plan ahead.

Professional people are organized people. They plan weeks, months, and even years ahead. Make your professional plans and stick to them!

Methodology

This manual is designed specifically for the EPAG trainees. The manual includes instructions for facilitators at the beginning of each session as well as a user friendly practical manual for the EPAG trainees so that trainees can follow along in classroom sessions while also being guided by the instructor. 

Each Session lists the course overview which gives a picture of:

· Topics covered,

· The time of the session, 

· The purpose of learning the session topics, 

· Materials needed during the session, 

· The specific objectives that will be covered and 

· The specific type of methodology to be used during the session. 
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Lesson Planning
	Module 1
	54 hours
Session 
	Practical

	Session 1: Course Overview
	1 hour
	2 hours

	Session 2: Introduction to Painting
	1 hour
	1 hour

	Session 3: All you need to know about paint
	8 hours
	12 hours

	Session 4: Painting tools, materials and equipment – use and maintenance
	4 hours
	12 hours

	Module 2
	54 hours
Session
	Practical

	Session 1:Characteristics and Elements of Color
	10 hours
	20 hours

	Session 2: Mixture Of Color
	4 hours
	20 hours

	Session 3: Painting Techniques
	10 hours
	24 hours

	Session 4: Preparation Work Before Painting
	4 hours
	6 hours

	Module 3
	54 hours
Session
	Practical

	Session 1: Keeping Your Work Area Clean
	4 hours
	4 hours

	Session 2: Getting and Keeping Clients
	4 hours
	6 hours

	Session 3: Safety and Security
	4 hours
	6 hours

	Session 4: Healthy Living
	2 hours
	4 hours

	Session 5: Time and Stress Management
	4 hours
	6 hours


MODULE 1 (54hrs)

SESSION 1: COURSE OVERVIEW
· Getting to know each other

· Classroom organization and management

· Classroom rules and guidelines

· Role of the trainee

· Trainee expectation and potential challenges

· Classroom participation

· Training manuals (Theory and Practical)

Duration: 1hr
Purpose:

· Provide an overview on the course of study

· Provide trainees with a platform and environment that is conducive to build and develop relationships 

· Provide opportunity for trainee involvement in classroom management 

· Familiarize trainees with the modular components of the two manuals 

Objective (s): At the end of the session, trainees will be able to:

· Identify in class at least five persons and describe things they like

· Identify classroom leaders to assist with organization 

· Brainstorm to come up with classroom rules and compare it with those prepared by trainer

· Describe the role of trainee

· Develop and select appropriate classroom rules

· Compare  and decide on classroom rules with the one’s developed by the trainer

· Produce a list of trainee expectations

· List potential challenges during the training period

· Discuss the meaning of job skills 

· Encourage class participation

· Develop an environment conducive for building relationships

Methodologies / Application: 

· Game (name game)

· Brain storming on classroom rules

· Working in groups discussing expectations, role of trainee and potentials challenges

· Class discussion and role play on class organization and management  
·  Guest speaker; Topic: Skills acquirement and professionalism in painting 

Materials: 

· Black board

· Flip chart and pens

· Manual: Module 1
· Handout Painting Tips
· Handout Types of Paints

· Handout Sizes of Paints

Practical Manual Work: 2hrs

Lesson:

A. Classroom Guidelines

The classroom guidelines are directed towards classroom discipline and professionalism in the classroom preparing you for the place of work. Some of the guidelines include:

· Support each other

· Be confident…ask questions! 

· Attendance

· Punctuality

· Starting on time

· Speaking one at a time

· Leaving class for short or long periods

· Use of cell phones

· Smoking /eating in class

· Respect for one another

· Class participation
· “I do, We do and You do”
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Job skills

What are job skills?
Job skills give you enough knowledge to be able to provide products and service of world standard.
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· Learn the skills you need in life on how to do your job
· Get the practical experience by doing the job 

· Learn the important theory that you need to understand the trade

As a painter, you need to know how to …     
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THE CELLING[image: image31.emf] 

[image: image32.jpg]



[image: image33.jpg]



[image: image34.jpg]


[image: image35.jpg]


[image: image36.jpg]


[image: image37.jpg]



[image: image38.wmf]
The skills will help you to 

We all need to be able to communicate to work with numbers, communicate with other people well and solve life’s problems. If you can do all these things, and do the job that you are qualified to do, then you have a much better chance of success in your job and life. 
Other things that skills will help you get:

· Practical work experience
· Communicate with other people successfully

· Do well at problem solving
Be a good citizen

Successful Learning

How can you succeed at learning?
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Painting Tips Handout

As a painter, you need to know how to …     
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Paintbrushes and other basic
equipment can be bought
from home decorating stores.
1 Roller for textured
coating
Paint pad
Paint tray
Radiator brush
Paint guard
Regular roller, sheepskin
roller and synthetic thick-
pile roller
7 Roller frame
8 Medium paintbrush
(5cm/2in)
9 Large paintbrush (10cm/
4in)
10 Medium paintbrush
(7.5cm/3in)
11 Narrow paintbrush
(2.5cm/lin)
12 Cutting-in brush
13 Paint container
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Order of Painting a Room

Paint a room in the following
order. First, paint the ceiling,
working away from the main
source of natural light. Then
come the walls, and after
them paint the window
frames and doors. Next paint
any mouldings and picture
rails, and finish by painting
the skirting boards
(baseboards)
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As a painter, you need to know how to …     
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TYPES OF PAINT HANDOUT
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SIZES OF PAINT HANDOUT
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SESSION 2: INTRODUCTION TO PAINTING
Duration: 1hr
Purpose: 
· Understand the meaning and the scope of painting and the industry

· Have a basic knowledge of painting

Objective (s): At this of training session, trainees will be able to:
· Describe the importance and economic value of painting as a profession
· Demonstrate that the painting profession is for both males and females

· Identify and apply key elements of professionalism in the work place

· Describe the painting profession (overview)
· List basic skills that must be employed and developed as a house  painter

· Identify their personal creative skills 
Methodologies / Application: 

· Play a game to demonstrate the economic value of the trade

· Brainstorm types of businesses for possible employment once the training has finished
· Class discussion and role play on various aspects of professionalism in the work place
· Role play in demonstrating various skills 

· Guest speaker: Address the topic on skills acquirement and professionalism in painting
· Training facilitator/guest speaker from the private sector: Hands-on painting project on training site

Materials: 

· Black board

· Flip chart and pens

· Manual: Module 1
· Painting Book 1

· Basic Color Book 1

Practical Manual Work: 1hr

Lesson: 
What is painting?  
Paint is by far the most widely used home decorating material – every year several million tins in hundreds of different colors are purchased. Choosing the right paint for the job is just as important as selecting the right color, so it is vital to know which paint is suitable for what purpose. You will also need to know about the best types of brushes and rollers to use for all manner of painting tasks. 
Paint is cheap, quick and easy to apply and available in different colors. 
Painting as a business

You can earn a living as a painter. You can get a job as a professional painter, artist, etc and earn a decent wage. In addition you can start your own painting business and make plenty of money. Customers will pay for the quality services you provide which serves as income from which salaries and other operating expenses are paid. Customer satisfaction is directly linked to the employee’s salary.
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Painting in the construction industry
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Home
· Office
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Areas: 

Renovation

Remodeling

Decoration

Construction of new buildings

Do it yourself (DIY)
Professionalism in the painting industry
Like any other industry or job you must do your job well. You therefore must acquire the necessary skills to do the job. Professionalism in the painting industry is when you become an expert at dealing with customer’s expectations. In order to meet your customer expectations you will need to learn to negotiate with your customers on challenging issues. The job requires you to dress appropriately for the kind of work you are doing. Customers expect service at their home or office to be well organized and planned. Customers must be handled with dignity and respect, understanding and kindness.
Careers in painting 






















Choosing a career requires careful thought and preparation.                                                                              

The following will help guide you to:

· Conduct a self-assessment

· Identify possible career choices

· Gather information on each choice

· Evaluate your choices

· Make your decisions
· Plan how you will reach your goal

· What is the market demand for women painters?

Job performance and skill

Job Performance Success Factors 



  Skills to Acquire


SESSION 3: ALL YOU NEED TO KNOW ABOUT PAINT
Duration: 8hrs
Purpose: 
· Have basic knowledge on the nature, types of paint and its uses.
Objective (s): At this of training session, trainees will be able to:
· Explain and understand the ingredients in any type of paint

· Identify the main two main types of paint 
· Describe the characteristics of each type of paint

· List examples and differences of each type of paint

· Describe paint sizes (small, quit, 1 gallon, and 5 gallons)

· Demonstrate the skill to purchase paint – select the right kind and brand of paint

Methodologies / Application: 

· Field trip to painting manufacturing company 

· Field trip to various painting and construction stores

· Group discussions on paint purchases – invite guest speaker from building materials store
· Demonstrations  and examples of how painting ingredients are mixed 

· Indoor lesson – trainees should be given three rooms in the training site to paint

· Outdoor lesson on different types of paint uses demonstrated on plywood
· Classroom instruction using training manual and handouts

Materials: 

· Black board

· Flip chart and pens

· Manual: Module 1

· Paint items

Practical Manual Work: 12hrs
Lesson:

A. Introduction 

Paint is by far the most widely used to decorate offices and homes. Choosing the right paint for a job is just as important as selecting the right color. Therefore you need to know which paint is suitable for which purpose. Knowing what is used in paint today and being aware of all the different bases and finishes available will help you be excellent in your painting job. 
B. What is in the tin?

There are three main ingredients in any paint.
The most important is the binder that makes the paint stick to the surface over which it is applied. It is a liquid in a tin but dries to a solid but elastic film that resist water, chemicals and physical knocks. The most common binders used to be natural oils such as linseed or resins like copal.  Today however the binder on the tin has words like polyutherane, vinyl and acrylic. 

· The pigment is mixed into the binder to give the paint its color and covering power. Titanium dioxide gives white paint its brilliance. 
· The thinner is the third essential ingredient, making the binder pigment mixture runny enough for easy application. It evaporates as the paint film dries. It is the type of thinner that divides paints into the two major classes used in the home and office. (Gas and kerosene is also needed)   
· There are other additives in paint such as chemical hardeners, drying agents, stabilizers, thyrotrophic agent, etc. 

C. Types of paint 



D. Sizes in which paint are sold



SESSION 4: PAINTING TOOLS, MATERIALS AND EQUIPMENT – USE AND MAINTENANCE
Duration: 4hrs
Purpose: 

· Familiarize trainees with basic painting tools, materials and equipment uses and maintenance in office or house painting. It is important to develop a work ethic of maintaining work tools and equipment.

Objective(s): After the completion of this session, trainees will be able to:
· Describe and understand the use of painting tools, material and equipment

· Demonstrate the use of panting tools, material and equipment

· Demonstrate the ability to purchase painting tools, materials and items for a painting project

· Demonstrate the ability to prepare a pro-forma invoice for a painting job

· Describe the importance of painting tools and equipment

Methodologies/Application:  

· In pairs demonstrate the use of paint brushes, line measurements, rollers, etc.

· Do practical exercises learning how to climb and get off a ladder

· Demonstrations on safety on the ladder, mixing paint, etc.

· Individual tasks where trainees demonstrate the skills to use instruments (to pencil, ruler and tape rule) cut a straight line

· In group presentations describe the process in preparing a pro-forma invoice for painting jobs
· Individual project demonstrating mixing of water paint

· Field trip to building materials store to identify various painting tools, materials and equipment

· Select a pair to conduct purchasing of painting tools, materials and equipment for the painting class

· Outdoor lesson on maintenance of painting tools and equipment

· Group exercises on cleaning techniques of painting tools and equipment

Materials:

· Black board and chalk

· Flip chart and flip chart stand

· Pens and markers

· Manual: Module1
· Painting Book 1
Practical manual work: 12hrs
Lesson:

A. Painting tools, materials and equipment

The basic tools for most painting jobs are brushes and rollers. Just as you should always buy the best paint you can afford, it makes sense to buy good- quality tools. Maintain them properly during and after use.

Paintbrushes and tools include:
ROLLERS

Rollers are designed for use with water-based paint. The principal advantage is that they enable large areas to be painted quickly and evenly. Some rollers can be fitted with handle extensions foe painting ceiling or other areas, which are difficult to reach. Choose a roller where there sleeve detaches the frame to make cleaning easier.

There are three main types of rollers: short pile (short nap), shaggy pile (coarse nap) and foam.

Both foam and short pile rollers work best on smooth surfaces, but short pile rollers will produce a better finish.

Shaggy pile rollers are designed to cover textured surfaces. There are also special rollers designed to apply texture coatings. These have relief sleeves, which deposits the paint in a pattern. 

PAINT TRAY

Rollers must be used with paint trays. There tray has the reservoir which holds a small amount of paint and a slope to facilitate the even application of the paint into the roller.   

PAINTBRUSH – 1”; 2”, 3”, 4”

Brushes can be used with either oil or water base paint that are available in a variety of widths for tackling different surfaces. Use wide brushes (10-15cm/4-6in) for walls and ceilings, narrow brushes (2.5/1in) for margins and fine trim, and medium brushes (5-7.5cm/2-3in) for bigger areas of wood work.

Special brushes are produced to make the types of painting awkward areas easier. 

CUTTING- IN BRUSHES

 These include cutting in brushes, with angled tips for painting edges of window frames, and brushes for painting radiators, where the bristles are fix at right angles to the handle.

PAINT CONTAINERS

If you are using a brush, you can paint straight from the paint tin, but it is better to use a special paint container.

These have handles, which make them more potable then tins: moreover, should you accidentally spoil the paint with dust picked up on the brush, you waste only what is in the container.

WIRE-BRUSH

Ideal for roughening old paint surfaces for stripping or creating distress effects on new paint work.  

SCRAPER

This combines curve and straight edges, and is excellent for stripping paintwork from curved objects or moldings. 

TAPE
A narrow strip of material for typing, fastening, or labeling things.

.
MEASURING TAPE

A long, retractable tape measure is always useful.
SANDPAPER

It comes in different grades including coarse, medium and fine. Silicon carbide (wet and dry) paper is used with water to prevent the paper from becoming clogged with fine particles. 

PAINT PAD

As with rollers, paint pads are best used with water- based paint. They consist of square or oblong pile- covered foam pads attached to a handle. Use pads to cover large surfaces.





Equipment

The ladder and its use

The ladder comes in various sizes: 

Ladders are useful when painting high walls and ceilings. 


B. Maintaining your work tools and equipment

      

This is an important part of a painting career, which determines how a painter is driven towards a professional level. As a painter, one must understand how to maintain your working materials and tools. Here are some basic rules that a painter must follow:

· Always keep used brush(s) in kerosene or water when not in use until working hour

· Always wash all working tools at the end of work
· A painter must have a tools box

· Always keep other material and tools such as pencil, tape rule, pen and ruler as well as cloth around you when painting

· Maintain paint can, water can and other painting tools in storage after the working hour   

· Dispose of all paint- or solvent –soaked   rage very carefully in order to avoid the risk of fire.
MODULE 2 (54hrs)

Session 1: characteristics and elements of color
Duration: 10hrs
Purpose: A basic understanding of color, its history and nature is essential when choosing and mixing color for homes and offices.
Objective (s): At this of training session trainees will be able to:

· Explain and understand nature through color and color through nature
· Describe the scientific method and history of colors

· Demonstrate the use of color language and signs

· Illustrate the use and choice of colors in dress (color arrangement and harmonies)

· Explain the aspects of color harmony (color bleeding, color designs)

· List the various colors on the color wheel

· Draw, read and illustrate the color chart/ color wheel

· Prepare and demonstrate the mixing of colors (primary, secondary and  complimentary colors)

· Demonstrate the mixing of colors using two methods: the percentage and color of the month

· Define, state and demonstrate the monochromatic in color

Methodologies / Application: 

· Group discussions on color and your personality 

· Class is placed in groups of color they are wearing for the week to demonstrate color and personality and harmony

· Demonstrations  on colors, color mixing, and use using various shapes (squares, rectangles, triangle, etc.) which they have to paint
· Outdoor demonstration  lesson  on plywood identifying color in nature

· Do a graphical presentation on the color chart/ wheel

· A “color dress pageant show” demonstrating the interrelationship between color harmony, personality, and monochromatic color
· Review and quizzes

Materials: 

· Black board

· Flip chart and pens

· Manual: Module 2
· Painting Book 1 

· Basic Color Book 1

Practical Manual Work: 20hrs

Lesson: 

A. What are colors?

Colors are pigments used in paint. These pigments come in a variety of colors and can be used to create other colors. There are primary, secondary and complimentary colors. 



B. History of color


Scientific Method in Color

A Greek philosopher (400’s BC) EM- pedicles stated that each object gives off little particles that pass through the eyes. He believes that man sees color through light, which proves right today.

C. Color language and meaning

	Color 
	Symbolism

	White 
	Light, signifies purity, joy and glory

	Red
	Fire, blood and charity

	Blue
	Heaven and truth

	Green
	Nature, hope and life

	Purple
	Sorrows and suffering

	Black
	Death in most countries



D. Psychology of color

The psychology of color and cultural background plays an important part when choosing colors. There is a strong relationship between people’s behavior and the color they like or choose to wear on a certain day. Some colors have unpleasant associations for some people. An example of cultural influence when choosing colors is the reversal of the symbolism of black and white in the Chinese and European cultures. For example in China when you wear white, you are mourning. In the Christian Europe, like in Liberia if you wear white you are a bride and if you wear black you are mourning. 


1) Color and atmosphere

Colors have personalities, which help to determine the sort of atmosphere they give to a room or building. 

· Reds and oranges – make a room look warm and inviting

Yellows- suggest sunlight, making a good choice for brightening up rooms with poor natural light.

· Greens – induce a cool and restful feel. Ideal for workrooms such as kitchens and relaxation areas

· Blues – gives the impression of a spacious area coupled with an even cooler feel than with the greens. Good to use in kitchens and bathrooms. Should be avoided in north-facing rooms, which gets little or no direct sunlight. The blue-violets give a rich look to any room, though it can be overpowering when used too much.

· Pinks – the pinks are a popular choice for many color schemes. They appear warm and welcoming to the eye. They are widely used in bedrooms and bathrooms.

· Browns and creams – they give a more subdued and comforting look. They need some subtle color contrast to prevent them from looking dull.

2) Color and personality

You and Your Color.   What is your color preference?


E. Color wheel/ color chart

1. Primary and Secondary Color

All colors are mixtures – initially of varying proportions of the three primary colors, red, yellow and blue. Picture these three colors as segments of a wheel, and imagine mixing adjacent colors together. Yellow and blue mix to produce green: blue and red make violet: red and yellow make orange. These three are called secondary colors. Then add them to the wheel and now you have six colors. If you then mix adjacent pairs of color, one primary, and one secondary – you end up with six complementary colors. The wheel now has twelve segments. These twelve colors plus the center color are the color wheel and are used as tool for all color scheming.


2. How the color wheel work

The segments of the color wheel can be divided into two groups:

· Those from violet round to yellow are regarded as advancing colors. These colors make a room look warm and inviting and make the walls appear to advance towards the viewer. This has the effect where the room appears smaller.

· The other side from yellow-green to blue - violet consists of receding colors. These make the room seem more spacious – and also cool and potentially unwelcoming to the viewer.

· Colors adjacent sides of the wheel are called complementary colors. These colors are used to provide elements of contrast.

· Colors opposite to each other or at least in the same part of the color wheel provide color harmony. These colors will go well together in a color scheme without clashing. 

F. Color harmony and contrast

Contrast:

Every color scheme need some contrast to make the room stimulating to the eye, and is particularly useful in rooms you use occasionally – the bathroom, or entrance hall. The drawback to contrast is that it tends to mark out individual areas of the room very clearly. It can therefore make the room look uncoordinated unless used with care. 

Harmony:

Color harmony works in the opposite way. A harmonious color scheme is restful on the eye and tends to blend the various features of the room visually. It is best used in areas where you spend most of your time- playrooms, sitting room, living room, and bedroom.

Neutral Tones:

Along with the various colors and shades available from the color wheel, you can also use the so-called neutral tones- white, grey and black – as part of your color scheme.  White provides spaciousness and light where black adds drama to a color scheme, but can be aggressive if used excessively. Grey and the grey tones of green, blue, pink, and lilac can all be used to tone down the intensity of a color scheme.

SESSION 2: MIXTURE OF COLOR
Duration: 4 hrs
Purpose: Critical to painting is the mixture of colors. Thus a comprehensive understanding of how to mix colors and the extensions of colors from primary to complimentary is important to know.
Objective(s): At this point in the training session trainees will be able to:

· Define the atmosphere of colors

· Demonstrate the skill to mix colors and get the needed color using the percentage and color of the month methods
· Differentiate between add and sub-colors

· Illustrate the use of primary colors on the color wheel to produce secondary and complementary colors 
· Discuss the extensions of colors from primary to complimentary

· Knowledge of choosing the right color in daily living
· Must have understanding  of the generation of colors

Methodologies/Application:  

· Guest speaker- topic, color mixture

· Group discussions on color wheel/diagram

· Practical outdoor lesson using plywood to see outcome of color mixtures
· Practical work using the Painting book 1 & 2 demonstrating the skills to recognize the effect of mixing primary colors with white paint to produce secondary colors
· Demonstrate the skills to produce identical colors on the color wheel

· Practical on review, quizzes and test
· Guest speaker;  Topic: Color mixture
Materials:

· Black board

· Flip chart and pens

· Manual: Module 2

· Painting Book 1 & 2

· Basic Color Book 1

Practical manual work: 20hrs
Lesson:
Mixing Color
The most important thing about color (after choosing it) is to mix it very carefully. Enough paint for the entire room should be mixed at one time to ensure color the same color is used for the room.  Color mixing is a delicate art in itself and you may need to practice repeatedly. 
When using water paint secondary colors and complementary colors are produced.  Oil paint can be made thinner using gas and kerosene. This is only used when people have too little paint to complete a painting job. 

1. How to generate colors?
Mixing colors using the percentage method

When using the percentage method a certain percentage of white paint is mixed with the color paint. Also the paint colorant can be used to add to the white paint to get a needed color.
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To get a degree of color from very light to very dark a combination of color paint/ or colorant must be mixed with white paint.  The following is recommended combinations.
Color degree

Percentage color required

Very light

10 – 25%

Light


30 – 35%

Light dark

36 – 40%

Dark


41 – 45%

Very dark 

46 – 50% 

Mixing colors using the colors of the month

When using the color-of- the month method colors are awarded for every month and the mixing will be to produce the color of the month. 
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January 
- black/ white

February
- deep blue

March

- silver

April

- yellow

May

- lavender

June

- pink/ rose

July

- sky blue

August

- deep green

September
- orange/ gold

October
- brown

November
- purple

December
- red

2. Color generation 
Primary colors: RED, BLUE, YELLOW
Secondary colors: GREEN, ORANGE, VIOLET



Session 3: Painting Techniques
Duration: 10hrs
Purpose: A basic understanding of the various painting brush stroke movements and the order of painting is important in providing quality painting services.
Objective(s): After the end of this training session trainees will be able to:

· Explain the order of painting

· Demonstrate the different paint brush strokes movements
· Describe the use of the various kinds of brushes and rollers
· Develop the skill to brush the paint smoothly 

· Develop an understanding about out-door and indoor painting

Methodologies/Application:   

· Use plywood to demonstrate the use of the various brushes

· Use Basic Color Book 1 to practice painting on the line

· Use plywood to demonstrate cutting in
· Group discussions on types of tools and materials 

· Demonstrate painting base boards and ceiling tiles

· Daily practice on usage or brushes and rollers

· Practical on reviews,  quizzes and tests
· Guest Speaker, Official of the LNP, Topic: Security and safety
Materials:

· Black board

· Flip chart and pens

· Manual: Module 2

· Painting Book 1 & 2

· Basic Color Book 1

Practical manual work: 24hrs

Lesson: 
A. Introduction

The painting process is mainly executed with the use of a paint brush which is by far the most popular tool used by painters whether for home decorating, woodwork and metal work. Many people prefer them to a roller for painting walls and ceilings.

The best brushes are made with natural big bristle, but synthetic fabric branches have become more widespread with some now clean to a better finish with water-based paint and the natural bristle varieties.

The good quality brush will have thick and relatively long bristles where as cheap brushes have shorter and fewer bristles.  It is necessary as a painter to have knowledge on the following:

· Brush handling

· Use of brush/ brush stroke

· Types of cutting

· Types of strokes

· Painting order: Ceiling, walls, doors, windows and floor board

· Indoor/ outdoor painting
B. Brush handling
· The first thing to do with your paint brush is to brush it backwards and forwards across the palm of the hand to remove any dust of loose bristles, especially if it is a new brush.

· Then make sure that you are holding it comfortably.
· With small brushes-up to about 50mm (2in) wide- you will get better control and find your hands tiring less quickly if you grip the brush at the base of the handle, rather than round the narrow part as you may naturally hold it. Reserve this grip for larger world brushes, when you will be moving your arm from the elbow rather than from your wrist.
· Lower your brush by dipping the first third of the bristles into the paint, and draw off excess paint by wiping them lightly against the wire or cord tied across the kettle. There are five ways of handling a brush and they are:

1. Straight point

2. Pen point

3. Cut  point

4. Grab point

5. Roller point

 

C. Roller handling 
Rollers are used to cover large surfaces to paint. Rollers come in various sizes and the appropriate size must be used for the intended purpose. When using the roller, up and down movements of the roller will ensure s a smooth surface. The roller helps to get  a job done within a reasonable time.

D. Painting process
If you want your paintwork to have a professional finish, you have to master what is in essence a very simple three steps process: prepare the paint, apply the paint, and distribute it evenly.  
1. Preparation

Poor preparation is the main culprit, but there are others, starting with preparing your paint properly. 

· Collect all your painting tools, materials and equipment

· Establish that the tools and equipment are in good working condition.

· Before you open the tin of paint, wipe the surface of the lid. It may have spent some time on the shop shelves or in your garage, and you do not want accumulated dust and debris getting into the paint.

· Next, open the lid properly with metal lids, use a bowl lever rather than the tip of a screwdriver blade, which will deform the lid and make it difficult to replace afterwards. However, the screwdriver is ideal for plastic use, which has a molded slot to take the blade tip.

· Mix the necessary colors if necessary

· Preparing the surface before painting

2. Apply the paint

Apply the paint smoothly and comfortably. With small brushes-up to 50mm (2”) wide-you will get better control and find your hands tiring less quickly if you grab the brush at the base of the handling, rather than around the narrow part as you may naturally hold it. Reserve this grip for larger wall brushes, when you will be moving your arm from your elbow rather than from the wrist. 
E. Painting order 
It is recommended that you paint using the following order:
Steps: 

1. Ceiling, working away from the natural light
2. Paint the walls
3. Window frames and doors
4. Moldings, picture rails 
5. Base boards
 SESSION 4: PREPARATION WORK BEFORE PAINTING
Duration: 4hrs
Purpose: 
Before applying paint the painter must first prepare the surface because it directly affects the finishing off. 
Objective(s): When trainees have completed this session they will be able to:
· Demonstrate priming a background well before painting

· Illustrate how to sandpaper a newly cement wall before painting

· Explain the importance of patching a bad wall well before painting

· Demonstrate how to patch holes in a ceiling using white cement or putty and to patch door frames and window frames before painting

Methodologies/Application: 

· Field work on patching walls, sand papering off walls

· Group discussions on how to prepare walls and doors  before painting

· Do a project in pairs where the ability to patching a wall, ceiling and door is demonstrated

· Demonstrations on how to white wash walls before applying putty and sand paper on the walls

· Practical outdoor lesson using the training site as an object lesson
· Practical on review, quizzes and tests
Materials:

· Black board and chalk

· Flip chart and flip chart stand

·  Pens and markers

· Manual: Module2
Practical manual work: 6hrs
Lesson: 

· Process of preparing the surface before painting

· Sand paper the walls before priming with white wash 

· White washes the walls before applying wall putty

· Patch around door frames and  window frames

A. Preparation

Poor preparation is the main culprit, but there are others, starting with preparing your paint properly. 

· Collect all your painting tools, materials and equipment

· Establish that the tools and equipment are in good working condition.

· Before you open the tin of paint, wipe the surface of the lid. It may have spent some time on the shop shelves or in your garage, and you do not want accumulated dust and debris getting into the paint.

· Next, open the lid properly with metal lids, use a bowl lever rather than the tip of a screwdriver blade, which will deform the lid and make it difficult to replace afterwards. However, the screwdriver is ideal for plastic use, which has a molded slot to take the blade tip.

· Mix the necessary colors if necessary

· Preparing the surface before painting

· sand paper the walls before priming with white wash 

· white wash the walls before applying wall putty

· patch around doors,  door and window frames


B. Prepping before painting

Prepping is the way in which the painter prepares mostly main surfaces or walls (cement wall) before painting. One must prep a wall with two courses before applying real paint. Whatever surface you are painting or decorating, the purpose of preparation is to remove any loose or unstable material from that surface including old decorative finishes where appropriate –and to leave it clean, dry and free from faults that could spoil the new finish.

Skimping on preparation is the most common cause of a disappointing result when decorating; unfortunately, it is by far the most time consuming and least rewarding part of the job, which is why it is so often either done badly or not at all . Here is what you should be doing by way of proper surface preparation:

· Before you are ready to apply paint, your first step must always be to wash the surface down thoroughly. It is surprising how much airborne dirt and grease collects on even a smooth, flat wall or ceiling surface. In addition, there will be localized areas which suffer from splashes, hand- or fingerprints and other random marks.

· Use either- the best product for the job or hot solution or strong household detergent for washing down walls and ceiling surfaces. Wear rubber gloves to protect your hands; if washing a ceiling always wear safety spectacles or goggles to guard against splashes in the eyes. Add a cap or similar headgear if you wish to protect your hair. Put down dustsheets or newspaper to keep drips off floor coverings, move the furniture into the center of the room and cover it with plastic sheeting. 

· Wash the surfaces with a cloth or sponge, starting at the bottom of walls or at the top at one edge of the ceiling. Work in areas of about a square meter (yard) at a time, rinsing off the washed area with clean water before moving on to the next one. When you have completed the job, give the surface another wash down with clean water, working from the top downwards on walls, and then leave it to dry.   

Patch doors and door & window frames

If you follow the correct sequence for different types of windows and doors you will ensure a professional result, with all areas being covered evenly and with the information of hard rides.

As far as possible, remove fixtures such as handles, knobs, doorplates and window latches before you begin to paint. Keep the door ajar with a wedge to prevent it from moving. Paint in sections 45cm/18in square (about half the width of the door).

Working from the top down, completing each horizontal strip before you start on the next. Always paint the wet edge in order to avoid hard, dried lines.

MODULE 3 (54hrs)

SESSION 1: KEEPING YOUR WORK AREA CLEAN
Duration: 4hrs
Purpose: It is important to develop a work ethic of maintaining work tools and equipment by cleaning and storing it after use.
Objective(s): After the completion of this session, trainees will be able to:
· Describe the importance of a clean working environment

· Describe the maintenance and safekeeping of painting tools, materials and equipment

· Demonstrate cleaning paint brushes and other tools after a painting job 

· Identify storage equipment and its use

Methodologies/Application:  

· Outdoor lesson on maintenance of painting tools and materials

· Demonstrations on safety on the ladder, mixing paint, etc.

· Group exercises on cleaning techniques of painting tools and equipment

· Identify safety and storage materials

· Group discussions on material and tool storage

Materials:

· Black board and chalk

· Flip chart and flip chart stand

·  Pens and markers

· Manual: Module2
Practical manual work: 4hrs
Lesson:

A. Keeping your work area clean

Whenever you finish your first step must always be to wash the surface down thoroughly. It is surprising how much airborne dirt and grease collects on even a smooth, flat wall or ceiling surface. In addition, there will be localized areas which suffer from splashes, hand- or fingerprints and other random marks.

Use either the best product for the job or hot solution of strong household detergent for washing down walls and ceiling surfaces. Wear rubber gloves to protect your hands, and if washing a ceiling always wear safety spectacles or goggles to guard against splashes in the eyes. Add a cap or similar headgear if you wish to protect your hair. Put down dustsheets to keep drips off floor coverings, move the furniture into the center of the room and cover it with plastic sheeting. 

Wash the surfaces with a cloth or sponge, starting at the bottom of the walls or at the top at one edge of the ceiling. Work in areas of about a square meter (yard) at a time, rinsing off the washed walls with clean water before moving on to the next one. When you have completed the job, give the surface another wash down with clean water, working from the top downwards on walls, and then leave it to dry.   

      

B. Safety at work


Dispose of all paint- or solvent –soaked   rag very carefully in order to avoid the risk of fire.

C. Store your painting items

This is an important part of a painting career, which determines a painter to drive toward a professional level. As a painter, one must understand how to maintain his/her working material and tools. However, here are some basic rules that a painter must follow:

· Always keep use brush(s) in kerosene or water when not in use until the working hour

· Always wash all working tools at the end of the working hour

· A painter must have a tool box

· Always keep other material and tools such as pencil, tape ruler, pen and ruler as well as cloth around you when painting

Maintain paint can, water can and other painting tools in storage after the working hour  

 


SESSION 2: GETTING AND KEEPING CLIENTS 
Duration: 4hrs
Purpose: Encourage a unique selling position of customer satisfaction
Objective(s): At the end of this session, trainees will be able to:

· Demonstrate negotiation and networking skills 

· Identify the steps in maintaining clients 

· Identify the importance of rendering quality services

· Differentiate between professionalism and non-professionalism

· Demonstrate sales techniques in securing a client

· Illustrate ways in keeping a client 

· Complete a client contact list

· Describe and practice inherent qualities on the job

· Describe key elements of maintaining a client relationship 

Methodology /Application: 

· Guest speaker: Cleaning contracting company; speaks  on professionalism ; marketing approach to getting clients and satisfying clients

· Role play on good and bad customer service; negotiating a cleaning contract; various cleaner; benefits of cleaning services and client interactions

· Field visit: Visit a hotel to observe and write a report on quality services and quality standards

· Group discussions on how to keep a client; building & keeping clientele; confidentiality, honesty and trust; quality measures; effective techniques in selling one’s service

· Class participation through question and answer

Materials:

· Black board

· Flip chart and pens

· Manual: Module 2

Practical Manual work: 6hrs
Lesson:

Steps in getting clients and maintaining clients are:

A. Providing quality service

Good and bad client service 


Quality Service is part of our life. We experience an example of service every day. For example, if we go to town we use a taxi, which is a service rendered to us. Those who have cars will experience service when they go to garages to fill up gas. Even at school, teachers are the service providers and learners are the clients. Service excellence implies that the client’s needs are being met in a way beyond what is expected, and that value added services are provided. For example a cleaner includes bringing fresh flowers to the office she/ he is cleaning. It is very important to distinguish between good and bad service. 

Quality measures 

Key quality service questions to ask are: 

· What is the policy of your business concerning service excellence?      

· How does the business keep up-to-date with the latest trends in service excellence?

· What problems does the business have in ensuring quality customer service?

· What is the procedure when dealing with customer complaints? The procedure in dealing with customer complaints are:

1. Placing the client first – customer as sovereign

2. Customer concern, client safety 

3. Quality of care, i.e. you must care as much for the client as you care for yourself 

4. Personal attention  

       Clients have needs, wants and desires. It is important for you to know:

· What excites a client? 

· Why should the client come back to buy?

Who is your client?

No amount of service benefit will override the bad taste of poor and even well-meaning misdirected service. While you are cleaning for a client, you have a responsibility to give them good service.  Good quality service involves: 

· Client satisfaction 

· Key to long term survival and growth

· Client wants, needs, and desires

· Product, sales, and client orientation 
· Client loyalty and care 

· Client care-- giving the best possible service 

· Maintaining client care

· Placing the client first – client as sovereign

· Client concern, client safety 

· Quality of care, i.e. you must care as much for the client as you care for yourself 

· Personal attention

· Dealing with clients 

· Greet and acknowledge 

· Anticipate client needs 

· Respond and take immediate action

· Inform and assist the client

· Follow- up

· How do you treat your client?
· Respect
· Smile
· Greet
· Courteous
· Polite 
· Interest

B. Being professional 

Business and professional services:

· Business service includes cleaning services; financial planning, insurance, real estate, transportation, shipping, communications, utilities, sanitation, data processing, and advertising are all professional services.

· Businesses buy other services for their operations, as well as office supplies, cars, trucks, vans, and computers.

· Professional service includes those of doctors, dentists and lawyers. They buy office supplies specific to their business (syringes for a doctor’s office, for example).

· They also use the services of accountants, insurance agents, and janitorial companies.

The ten commandments of good business

As you can see, remembering the client is the key to everyone of these “10 commandments.” How can these ideas help you keep the client in perspective? A client is:

· The most important person in any business.

Not dependent on us – we are dependent on him/her.

· Not an interruption of our work – he is the purpose of it.

· Does us a favor when he calls – we are not doing him a favor by serving him.

· Part of our business – not an outsider.

· Not a cold statistic – he is a flesh – and – blood human being with feelings and emotions like our own.

· Not someone to argue or match wits with.

· Not a person who brings us his wants – it is our job to fill those wants.

· Is deserving of the most courteous and attentive treatment we can give her/him.

· Is the life–blood of this and every other business.    
What is ethics?

Work ethics are the skills or abilities one must have in order to be successful on a job. These skills include honesty, dependability, diligence, and team spirit.

Work values

In addition, moreover, each job and each career field have their own special work values. Most painting careers would place a high values on working long hours, getting along with other, coping with stress, and willing to work for lower pay initially. As you are in the field of painting, try to look beyond the duties and responsibilities. Consider the values that are important in this field.

Duties and responsibilities

More than anything else, jobs are distinguished by their duties and responsibilities. Job duties are the things you will be doing. Responsibilities are the things for which you must be accountable. One of your duties may be to putty walls. Responsibilities include completing the work neatly, correctly, and on time. 

Character issues in the workplace
	Self-confidence 


	Honesty 


	Self- esteem


	Self- discipline 



	In painting, maintaining a positive attitude is essential to success. A positive attitude involves learning from your mistakes and looking for something useful in all situations. People with high self—confidence are secure enough to accept rejection.


	Successful painters are honest they know integrity is a cornerstone of professional painting


	Self- esteem is your worth or value as seen by you. Having good self-esteem helps you see yourself as being able to do your work. It helps you get along with others.


	Running your own painting business may be personally and financially rewarding. However, it may require doing many tedious, time- consuming tasks. There is a lot of paper work in any business operation. An  account payable and  account receivable requires precise record keeping. It takes a great deal of self- discipline to keep up with all these things on a daily, weekly, and monthly basis.




C. Networking

Who is your client?


Clients are those people who pay and enjoy our services. The success of the cleaning industry therefore depends on how service is delivered. 

Client needs and wants

· How to respond to client needs

· What excites a client?

· Why should the client come back to buy?

Building clientele capacity

· Steps in getting clients 

· Selling your service

· Contact list

Keeping clients

· Customer/client care

· Building trust

· Professionalism

· Negotiation

Client satisfaction; cleaning businesses; do market research to measure client satisfaction. Although many factors contribute to client satisfaction, among the most important are value for money and quality of service. The delivery of high quality services to clients is increasingly recognized as essential. Businesses have therefore had to find ways to measure the quality of their service. One of the more popular measuring tools is used in the servQual model developed by Parasuraman.      

Client contact list

	Name 
	Cell number
	Referral
	Interested
	Not interested

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



D. Securing a contract


How do you go about getting your first painting contract? First, we need to understand the basics of a contract.

1. What is a contract?

A contract is a legal binding agreement between the client and yourself. When you agree to provide cleaning services and the client is willing to pay for such services. The two parties to the contract are yourself, the cleaner, and the client whom you are willing to render your services to. 

2. Negotiating a contract

On your first meeting with the client, which may have come through referral, word of mouth, etc, state the services you are willing to render. Be clear and to the point on what you are offering, i.e. cleaning of three office rooms. For how long the services will be. Also, quote the price for such services. Your price must fit their budget, so be careful when quoting prices. At the same time, state the benefits your services will provide and the quality of cleaning materials you are using. Remember it is about the client and getting the job or contract. 

It is helpful to visit the area to be cleaned so that you can survey it before stating the price. This will avoid you over-pricing or under-pricing your services. Clients should be able to choose a flat rate versus an hourly rate. You need to leave room for negotiation on the terms of the agreement. 

Guide to help you negotiating a contract:

	Activities 
	Cost (USD)

	How many rooms to paint?


	

	Extent of cleaning-up that needs to be done before painting


	

	Time it will take to do the prep work


	

	Who is buying the paint and other materials?


	

	Do I carry my own tools and equipment?


	

	What is the timeline?


	

	Do I need to hire additional workers?


	

	Inside and/ or outside painting
	


Clearly, state the number of rooms and spaces to be painted in your agreement and the time it will take to complete the painting job:

E. Key elements maintaining client relationships
· Trust 
· Respect
· Confidentiality 
SESSION 3: SAFETY AND SECURITY
Duration: 4hrs
Purpose:

·  Be able to know what to do in case of an accident

· Be able to know how to prevent accidents from happening

· Be able to understand the need for security and confidentiality 

Objective(s): When trainees shall have completed this session they will be able to:

·  Identify what to do in case of an accident

·  Describe how to prevent accidents from happening

·  Describe the need for security and confidentiality

 Methodology/Application: 

· Classroom instructions on testing & evaluation

· Visit and observe security measures
· Class participation through question and answer

·  Group discussions on accident procedures

Materials:

· Black board

· Flip chart and pens

· Manual: Module 
· Guest Speaker, Official of the LNP, Topic: Security and safety
Practical Manual Work: 6hrs

Lesson: 

A. Safety procedures

Dwelling place: one of the functions of housing is to keep you safe and secure, and how well it protects those in them.


       Alice: Susan listen good to me oh. The people den say….   
There are few sample items to look at when checking the security of a home.

1. First, is lighting outdoors? There should be light near the place where you and your guests will park your cars. 

2. Are there lights in the halls, stairs, and entryways in multiple family units?

3. In a detached home, is there enough lighting by the doors?

4. Good lighting will help you feel more at ease when coming and going at night.

5. Next, check the locks on doors and windows. 

6. If all doors and windows are locked, the chances of a break- in are reduced.  Put new locks on the doors as soon as you move in, it helps protect you. Otherwise, you do not know who may have keys to fit your doors. This may be more important for those who live in rental units. 

7. Another safety is a door chain. This lets you open the door a crack to talk to a stranger before opening the door completely. However, the screws can be easily ripped out of a chain guard. Therefore, it should not be the only lock on your door. A peephole in the door is even better because you can look at the person at the door without opening it. Solid doors provide more security as well as better insulation. Many thieves have gotten in homes by breaking glass doors and reaching inside to unlock them.

B. Accident procedures

Most injuries received in the home are the result of some type of accident. Working to stop accidents can help do away with these injuries.

Fall: The most common type of home accident is a fall. Small children need to be watched closely when they play on porches or near open windows. If you look where you are going, do not hurry, and think about what you are doing, you will rarely fall.

Safe habits include promptly wiping up water and grease spots on floors and putting away toys or boxes rather than setting them on the stairs. You can also help prevent falls by keeping extension cords out of a room’s traffic pattern and taking care of torn or loose places in floor coverings.

 A sturdy handrail for each flight of stairs makes their use safe. Stairs that are covered with carpet or rubber mats are less slippery and less apt to cause falls.

Ladders are often needed for home care or repair. However, unless you use them carefully, they can cause falls. Check to see if the ladder is stable before climbing it. To be safe, climb only until your shoulders are even with the top rung. Keep both feet on the ladder and one hand free to hold on with. Face the ladder as you climb up and down. Wood ladders left outside will rot, so checking their safety is very important. Injuries from falls are highest during the fall and winter. Wet leaves, water, sleet, snow, or ice on steps and sidewalk area present danger.   

Alice: Susan, wait let me tell you a little bit about accident procedures. The people den say we can help reduce accident by knowing dem.  

The purpose of cleaning security is to provide protection for cleaning workers and work place property. Management is expected to identify and apply security measures suitable to the risk associated with the business. The effectiveness of a company’s program for security depends on the cooperation of all employees. Accident prevention in the cleaning area requires knowledgeable and responsible cleaning employees. Employees who develop positive safety attitudes are able to spot possible safety problems. Once a possible safety problem has been identified, the responsible cleaning worker takes steps to get rid of the danger. You can develop a positive safety attitude if you understand that you, as an employee, are largely responsible for your safety. Excuses are never acceptable explanations for accidents.

Susan: Oh my goodness! Alice, you people are learning good, good things in da place oh. Can you also help me know something on security too? 

Alice:  Oh yes! Susan, I told you da day when the people were carrying on the recruitment for us to go register; you say da you don’t want to learn anything. You see now, you want to learn. I will tell small things. Dey also tell us something on security. Dey say da there are few steps to take when checking. Here deys are:   

C. Security

1. Check if the light is near the place where you and your guests park their cars. 

Are there lights in the halls, stairs, and entryways? 

Good lighting will help you feel more at ease when coming and going at night. 

2. Check the locks on doors and windows. If all doors and windows are locked, the chances of a break in are reduced. Almost half of all home thefts occur when a home is not locked. The best kind of lock is the one that has the word “dead” in the name. Having a locksmith put new locks on the doors as soon as you move in helps protect you. Good locks are no protection if doors are flimsy. Many thieves have gotten in homes by breaking glass doors and reaching inside to unlock them. Sliding glass doors to yards, patios, or balconies are very vulnerable. You can put a block of wood or a broom handle cut to fit on the inside to brace the door shut. This will help secure the door.

3. Check if there is security or check in the gate.

4. Use mirrors in elevators or at hallway corners to help you see if anyone is there. The laundry room may be a trouble spot.

5. Have the number of the police and UNMIL. They can tell you about the crime rates in the areas in which you are interested.    

D. Emergencies 


Any plan to cope with an emergency situation should instill confidence and avert panic.  Planning should focus on simplicity and intelligibility.

A complex and detailed plan is foreboding to potential users and therefore has very little chance of success.

In order to achieve this you should:

1.) Be aware what is required of you.

2.) Know who is in control.

3.) Know the location of emergency equipment.

4.) Know the evacuation routes.

Be constantly aware of fire hazards/foreign objects.

5.) Co-operate during emergencies.

6.) Not make statements to the press, please see instruction below.

Types of incidents where a cleaner is not directly involved

· Suicide in home or bedroom

· Sudden death in bedroom

· Outside incidents near the work place that involve workers or clients in some way

Types of incidents where a  cleaner is directly involved.

· Clients mugged, room burgled, or clients murdered in house or hotel.

· Fire in home

If the answer is YES to any of these then:

Report the fact that the incident has occurred to the police. Establish the officer in charge‘s name and telephone number.

Establish and consolidate all facts and inform your client or in his absence the MOD. Do not talk to any press or otherwise until this has been done. It is important to be aware here that too often at this stage excitement and eagerness to be helpful and resourceful leads to over statements and exaggeration.   

The most senior person on duty must then compile a situation report outlining all these facts and then call the owners on: 
  

CONTACT THE FOLLOWING PERSONS:        


LNP



-



Ambulance 


-

Red Cross


-



Fire Department

-


EVACUATION PROCEDURES

Once a total evacuation order has been given, the first available person must do the following:

· Proceed to PA system and press 'ALL CALL' button and say the following SLOWLY and CLEARLY.
"Could I have your attention please, we have an emergency.  Please evacuate your area by using the nearest accessible fire escape to the outside of the building.  I repeat, we have an emergency, please evacuate your area by using the nearest accessible fire escape to the outside of the building.  Do not use the lifts."
Assembly area for evacuation 

FIRE 

Any person discovering a fire or evidence of a fire must;

· Immediately notify safety officers or Police.

· Take any action possible, such as use of an appropriate fire extinguisher.

· Maintenance / Management to determine where and what the problem is and to assess the situation at the scene.

· Sound the nearest alarm.

· In case of fire that is out of control or is unable to be extinguished, report back to fire safety department.

· Sound alarm and announce evacuation.

· Duty officer should phone Fire Brigade.

· Register for disabled clients to be collected by F.O.M. and to assist these clients first.

· Registered client report to be printed.

· Plan A, Arrival/ Departure stay over report to be printed. Print one per floor.

· Plan B, use the contingency report for the shift.

· All backup tapes to be removed from computers and stored.

· Remove any cash, other than that, which is not locked in fire safe and lock in safe.

· Lock accounts office or room door.

· All assistance must be given by STAFF to client, particularly the elderly, and assist them to the fire exits and direct them to an assembly point.

· Cleaner to check floors and rooms for trapped clients and STAFF.  Call for assistance if necessary.

· After all areas have been thoroughly searched, report to client.

· Cleaner to ensure that a correct roll call of client and STAFF is taken.

· All assistance must be given to the Fire Brigade to allow it to operate efficiently.

· Everyone is to exit via the Fire Exits.

IT IS IMPORTANT FOR THE SECURITY / SAFETY OF THE CLIENT AND YOU THAT PROMPT AND EFFICIENT ACTION IS TAKEN
MEDICAL EMERGENCY

In case of acute illness, inform the client or someone in position immediately, and if necessary call an ambulance.

In case of a medical emergency, write down:

Where the accident occurred







The number of people injured







The type of injury








· Give First Aid as needed. (Handle blood carefully - danger of infection)

· FIRST AID KIT is accessible at home, office, and work area.

· Person phoning ambulance must meet the ambulance and guide them to the scent of emergency.

· Complete Medical Emergency report.

ROBBERY

If you discover a robbery, notify the client of person in position and the Police immediately.

If you are exposed to a robbery, do the following:

· Press silent alarm button if possible

· Always obey the order of the robber

· Do not resist

· Stay calm

· Notice the robber’s look, weapon, route of escape and vehicle

If you observe a robbery, do the following:

· Phone the Police/ Press silent alarm button if possible

· Observe the robber’s identification, height, shoes, clothes, and weapons, escape route and assistant

· Look for traces of witnesses

· Take care of the robbed victim until professional help arrives

· Make an inventory of the stolen goods

· Refer the press to the Police/ Person in charge

· Fill in Robbery Report Form

Medical Emergency

Medical Emergency Form

Name of injured:









Address:











Phone Number:

Home:
 


 

Work: 





Next of Kin:

Home:





Work:





Illness/damage:

Date:



Time:



Area:



Cause of Illness/damage:








Involved: 
Police


Next of Kin


Doctor




   
General Manager


Ambulance



Action Taken:  ___










Additional Information: _








Completed by:

Name:




Date:



Time:



Robbery report 


Date:












Name of robbed person:









Address:











Contact numbers: 

Mobile:


 Home: 


 Work: 



Robbery date: 


 Time: 

  Place: 



Injury to robbed person:









Involved: Police: 

     Fire Brigade: 

  Doctor: 



Other persons or authorities that were involved: _______





Action taken: __










________











Additional information: ________








AFTER HOURS EMERGENCY NUMBERS:

Electrical:





Fire Department:



Plumbing: 

Air-conditioning:





Generator Repair:




SESSION 4: HEALTHY LIVING
Duration: 2hrs
Purpose: 

· Behavioral issues in terms of germs 

· Promote  personal hygiene and healthy living

· Behavioral in term of common sickness we suffer from  

Objective(s): After the completion of this session, trainees will be able to:
· Apply techniques to cope with behavior issues in healthy living

· Describe the process of keeping your body clean and wearing clean clothes
· Define the concept of “Own your health”

· Distinguish between a healthy and unhealthy lifestyle

· Locate health services available in the community

· Identify ways in dealing with germs 

Methodology/Application: 

· Storytelling and using a character to depict attitude change

· Work in groups of four discussing adolescent and young women behavior and healthy living

· Work in pairs and discuss issues around health issues

· Demonstrate and do role play on personal hygiene

· Group discussions on nutrition and healthy lifestyles

· Invite a fitness trainer to class

Materials:

· Black board 

· Flip chart 

· Manual: Module1
Practical Manual Work: 4hrs
Lesson: 

A. Personal Hygiene

Personal hygiene is keeping one’s body, home, and surrounding area clean and free from dirt and disease. Practicing personal hygiene helps keep germs away from the body and plays an important role in healthy living. 

Here are some examples of good personal hygiene:

· Bathing two or three times a day with soap and clean water.

· Washing your hands regularly with soap and clean water, especially always after using the latrine, and before and after eating.

· Brushing or cleaning teeth after every meal, at least twice a day.

· Keeping hair clean, brushed, or braided.

· Keeping ears and nose clean.

· Trimming fingernails and toenails regularly, and keeping nails clean.

· Washing clothes regularly.

Wearing clean clothes regularly, particularly underwear.

· Keeping the house clean by sweeping and washing floors, tables, and beddings.

· Washing the bathroom and kitchen regularly with soap and water to prevent the spread of germs.

· Boiling water for drinking or cooking to clean it and make it free from germs. 

B. What are germs?

Germs are very small bacteria or viruses that can cause disease. These can be spread in many ways:

· Through the air by sneezing or coughing

· Direct contact with people (including hand–shaking)

· Direct contact with objects or surfaces that have germs on them

· Eating food with germs

· Touching animals

Hand washing is the best way to prevent germs from causing infections and sickness.

What are the common sicknesses we suffer from?

Some common diseases are:

· Tuberculosis (TB)

· Diarrhea

· High blood pressure

· Diabetes

· Malaria
· STI’S 
· HIV/AIDS

· Pneumonia
C. Choosing a healthy lifestyle includes:  

· Getting plenty of sleep every night, eight hours if possible.

· Exercise at least three times a week (playing sports, walking to and from the training center)

· Eating a balanced diet, including fruits and vegetables.

· Sleeping under an insecticide- treated mosquito net.

· Avoid risky behavior such as smoking, taking drugs, or drinking alcohol.

· Living in a clean environment/ community.

· Always eat clean and good food to avoid malnutrition.

· Eating on time to avoid upset stomach. 

· Always wash hands before eating.

· Drinking safe and clean drinking water.

· Managing your stress by asking for help and taking care of yourself

· Growing your own vegetables. 

· Always go to the hospital for checkups to avoid serious illness.

A person who gets enough sleep (six to eight hours), exercises regularly, eats well, protects herself from malaria, and avoids drugs and alcohol; has more energy to carry out responsibilities at home, school or work. These healthy ways of living also help prevent disease. It is important for girls to understand that having a balanced diet is an important part of keeping a healthy body and mind. This means eating different kinds of food each day that have the nutrients to help girls grow.

Are you taking ownership of your health? Evaluate yourself.

	
	always
	quite often
	sometimes
	never

	Eat healthily
	
	
	
	

	Behave responsibly on roads
	
	
	
	

	Ask questions and get information about my health
	
	
	
	

	Visit a clinic if I am worried about my health
	
	
	
	

	Avoid drugs and alcohol
	
	
	
	

	Do enough exercise
	
	
	
	

	
	
	
	
	


You want to look and feel better? 



Fit for life

You also need to have:

· A stronger body

· A healthier heart

· An improved self-image

Regular exercise is important because it:

· Reduces stress

· Reduces the risk of health problems

· Keeps your body in good shape

· Helps you sleep better 

There are many kinds of exercise which don’t need expensive equipment. Here are some ideas:

· Dance in your classroom for 30 minutes after school each day

· Play hand tennis on a hard surface

· Play volleyball over a piece of string outside (with any kind of ball)

· Power walk around the block a few times

· Play children’s games that you enjoyed when you were younger

SESSION 5: TIME AND STRESS MANAGEMENT
Duration: 4hrs
Purpose: 

· Provide an enabling environment of addressing the causes of stress

· Provide a supportive environment of trust and openness

· Provide them with skills in developing trustful relationships 

· Provide direction to solving their own problems 

Objective(s): At the end of this session, trainees will be able to:

· Discuss the concept of stress

· Demonstrate how to operate under stress

· Set boundaries 

· List the causes of stress

Methodology /Application:  

· Class discussion on causes of stress in every-day living

· Guest speaker: How to identify stress symptoms and manage it

· Work in pairs sharing stressful areas and how to deal with it 

· Group discussions on stress management 

· Working in pairs in developing tools to use in managing time 
· Group work on stress management
Materials:

· Black board

· Flip chart and pens

· Manual: Module 2

Practical Manual work: 6hrs
Lesson: 

A. What is management?

Management is the process of organizing, planning, leading, and controlling towards achieving goals. 

B. Time management 

Time management is the ability to organize, plan and coordinate activities in such a way that helps you to meet the deadline in completing projects. Time management involves being on time and ready to execute an activity. 

Advantages of time management: 

· Allows you to get more done and to reach your goals

· Plan your future

· Have to sit and relax

· Allows for multi-tasking

· Meet deadlines



C. Time management tools

1. Keep a record:

Sokie: Gifty, I will like to first explain about keeping a record.  The people den say da  

to learn how you spend your time, keep a daily record for one week. Write down the types and length of your activities. Include the time you spend at the training center, study, home tasks, hobbies, appointments, watching TV, and so forth. The more detailed your records are, the more they will help you. At the end of the week, evaluate how you used your time. Take special note of how often you were distracted from completing a task. Take note of needless trips, long phone calls, poor plans, and wasted time.                   

2. Make a to- do list:

For each day of the second week make a list of “things to do.” Such a list for each day can help you gain control of your time. To make up a list, record all the things that you hope to do in one day. Prioritize as A, B, C, and so on. The A’s are your top priority tasks - what you must get done today. Those are the ones that you work on first. The B’s are second important and will be taken on as soon as you finish the As. The C’s are the least important. If they are not done today it will not create a problem.


3. Keep a monthly calendar:

If you keep a monthly calendar, it will help you to see at a glance, which types need to be done and which appointments need to be kept. Include training event dates, projects due, field visits, guest speakers, workshops, functions, tasks at home, and time spent at the market, part-time job hours, visits to the clinics, doctor appointments, and other activities. Your calendar will be more helpful if you keep it where you can see it daily. This will help you not to forget to do something. It will help you not to plan to do two things at the same time. It also will help you make your “to do” list.    

	May

	M
	T
	W
	T
	F
	S
	S

	
	1
	2
	3
	4
	5
	6

	7
	8
	9
	10
	11
	12
	13

	14
	15
	16
	17
	18
	19
	20

	21
	22
	23
	24
	25
	26
	27

	28
	29
	30
	31
	
	
	


D. Self-management  

1. Stress management

 Life can be complex at any age; it is never possible to be all you want to be, do all you want to do, and have all you want to have. Learning to cope with stress and tension during your teen years will make your life easier to manage. Many of the stresses of adolescent girls involves fears about change. If you are like most teenagers, you are concerned about …

1. No money to buy food for the children, let alone clothing

2. All the housework that needs to be done

3. Taking care of the small baby

4. The physical and emotional changes in yourself

5. Being rejected or unpopular by your peers

6. Not living up to your own or parents ideals

7. Whether or not  you can cope with new experiences (such as pregnancy) and situations

8. Handling the responsibilities of growing up

Those are normal fears. However, living with these fears causes stress and tension. Too much stress can cause you to become ill. However, avoiding stress altogether is no solution, because it is a part of everyday life. There are ways, though, that stress and tension can be reduced and managed. 


2. Daily stress encounters: 


3. How to reduce stress? 


Kadiatu: Naomi, if you can give the person dis information, dey will try to manage stress & trauma, the information is…     

If stress is left unattended, it causes trauma. Trauma is a higher level of physical/emotional shock, which can be called super–stress. You may feel terrified, stunned, horrified, like your life is passing before your eyes, or so overwhelmed that you blank out. Trauma causes severe stress reactions that are particularly hard to manage.

Here are some practical steps:

Talking it out  

Many people worry about fears and tensions. Often this causes problems to seem more important than they are. One of the best ways to cope with stresses in life is talking to someone you can trust, such as your trainers, coaches, mentors, parents, friends, ministers, priests, or rabbis, or a counselor. A psychologist or psychiatrist may be helpful if you are deeply troubled. Talking over your problems with others can help in several ways. First, do not feel alone when you share your trouble. There is someone else who knows your problems and who may have similar ones. Second, often the very fact of talking may help you see the problems in perspective. Talking helps get your thoughts in order and see things as they really are. Third, sharing your problem may help you release your built-up emotions. Finally, you may be able to see one or even several ways to manage the problem. 

Escape  

 Perhaps you face stress and fears by escaping. You may choose reading, watching television, hanging around, or going to video clubs as a means to avoid frustration. Once in a while, you need a means of escape.  Escape can give you a chance to settle down and regain your poise and calm. Unfortunately, escape will not solve your problem. A problem is solved only when you face it. A troubled relationship may be causing you anxiety or stress. The solution is to try to write out the problem, not to avoid the other person altogether. Escape may ease the pain a problem or stress is causing you, but it will not take away the stress until the problem is solved. Some people use drugs, alcohol, cigarettes, or ever overeating, to escape their problems. They feel that these quick and easy solutions will help eliminate problems. In fact, many times these temporary solutions create a completely new set of problems. Take a few moments to analyze the escape methods that you use. Are you turning to harmful substances in an attempt to escape, only to find that these methods cause additional stress and tension and do nothing to solve your problem?

Naomi: Thank you Kadaitu, I believe dis advice would help my father manage stress and trauma.                     

Field Trips

Organization: City building and Sethi Brother

Topic: Painting materials and tools, invoice preparation.

Organization: ARC Head Officce

Topic: Paint inside walls, window, frames, iron bars, doors.

Organization: Liberty Finance Head Office

Topic: Paint inside walls, windows, frames, Iron Bars

Guest Speakers
Organization: Ministry of Labour
Topic: Knowing Your Labour Rights

Organization UNMIL: 

Topic: Power of Choice and Career

Organization: Liberian National Police 

Topi: Prevention of fire occurrence and responding to fire occurrence

Organization: Liberia National Police

Topic: Knowing your constitutional rights

Organization: Barfon Taekwondo Club

Topic: Self-Defense 

Glossary

B

Benefits – a payment or gift
C

Customer expectations – what the customer expects to get out of a service
D

Dignity – respect and pride 
Dress – clothing that is worn
F

Fall –The most common type of home assistance.
First aid – medical treatment for minor injuries
K

Kindness- acting nicely to help someone else
L

Ladders – a piece of equipment used to climb up
N

Negotiate discussion and communicating an agreement

O

Over-pricing – making the price too high
R

Respect – esteem for another
S

Service – helping others
Skills – a craft, trade or job requiring special training
U

Under-pricing – making the price too low
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Preparing you for the place of work!


Acquiring the particular skill to do a job well!





























Which part first to paint 





Choose the right colors





Stroke the brush evenly





Use the right paint brush





Get a career and get a job, or start your own business…to help you study further.








TIPS!


Plan and organize your time


Set learning goals for each week and month


Spend enough time to work on your manuals, socializing with friends and family, as well as exercising


Read through your notes after class


Ask questions


Use your mentor and coach to assist you with better understanding material or ideas that you don’t understand


Practice the skills you have learned


Visit businesses related to hospitality services  to give you a better understanding of your trade

















THE CELLING


�











Which part first to paint 





Stroke the brush evenly





Choose the right colors





Use the right paint brush











THE CELLING


�











Which part first to paint 





Stroke the brush evenly





Choose the right colors





Use the right paint brush





Water-based paints


Silk


Satin


Sheen


Matt


Characteristics: 


Quick drying


Soluble in water solutions (tools and spills are easy to clean)


Needs no undercoat








Oil-based paints


Gloss


Semi-gloss


Eggshell


Matt or flat oil paint


Characteristics: 


They take longer to dry than water-based paint 


Oil –based paints are soluble in white spirit of turpentine 


Require an undercoat








TWO MAIN TYPES





Yea, now I can make my own money as a professional painter.


Earning my own money can help me to:


go to school


buy food for my baby


take care of the family


save to build a  house

















Insert picture on page 80 – house construction





.A painter


.A house/ office decorator


A contractor 


An artist 











Bendu oh, 


I am so …so excited I now can have a career in painting! I can be …








Are you committed to your job in …?





Attendance


Appropriate dress


Maintaining personal hygiene


Good attitudes 


Good working habits/ practices


Prioritizing


Asking appropriate questions


Be a motivator and a self starter


being accountable











Have you mastered the … skills?





Creativity


Organizational


Detail


Time management (Meeting deadlines & completing tasks)


Processing 


Negotiation 


Networking


Technical 


Analytical 


Oral/ verbal 


Written 


Numeracy

















Water-based paints


Silk


Satin


Sheen


Matt


Characteristics: 


Quick drying


Soluble in water solutions (tools and spills are easy to clean)


Needs no undercoat








Oil-based paints


Gloss


Semi-gloss


Eggshell


Matt or flat oil paint


Characteristics: 


They take longer to dry than water-based paint 


Oil –based paints are soluble in white spirit of turpentine 


Require an undercoat








TWO MAIN TYPES





Undercoat: 


This is an oil-based paint designed to provide a good surface for the application of oil-based top coats. It is soluble inn white spirit and turpentine.


Enamel Paint: 


This is an oil-based paint for small areas of wood and metal work. It is very dense and only one coat is needed. 


Masonry Paint:


This is an exterior paint that can also be used on interior brickwork for a durable finish. This is also referred to as white wash. 














Quart








Small can





Inset a picture of a girl cleaning a brush for painting





PAINTING TOOL BOX





~~~Know YOUR color history~~~


Paints have always been based on either water or oil. Traditionally oil-based paints were tougher than water- based paints and were used on woodwork, whereas water based were used on walls. Artists have always used both types of paint for painting. Early oil paintings were made from linseed oil (derived from the seeds of flax plant), drying agents which accelerated the drying rate, and pigment for coloring. The solvent used was turpentine, which is derived from the resin of the terabit tree. White lead was used as a filler whitener for hundreds of years and makes a durable paint that ages very gracefully.  Nowadays titanium dioxide has replaced the poisonous lead and is used in water-based paint. Historically water based paints were very simple and it is easy to make them at home. Limewash is one example: water and lime are mixed together and pigment is added before the mixture is brushed onto the wall. Lime arts are both whitener and binder and the resulting finish is very soft and chalky looking. The finished allows the wall to breathe rather than forming an impermeable layer and has the added advantage as acting as a disinfectant.


Another simple wall finish that was widely used was distemper; in this whiting, or specially prepared chalk, acts as a whitener and filler and is bound by a rabbit-skin glue with pigment added. This also gives a very soft chalky finish; oil can be added to give the distemper durability.


   	The range of pigment available before the eighteenth century was rather limited; most colors were derived from the earth pigments such as the siennas and umbers. In the eighteenth century a wider range of cheaper colors, and nowadays colors are made from aniline dyes, synthetic pigments derived from coal tar.                                                                                                








�





Can you give the meaning of all the colors in the picture?  Fatu is wearing which colors?


Bendu chose to wear...











Which colors do you dislike? Why?





Do you prefer warm colors or cool ones?





�





Color and your emotions


Yellow�
Indicates an active, spontaneous, adaptable and creative personality�
�
Dark blue�
Indicates a relaxed, tender and affectionate personality�
�
Red�
The will to dominate, sexual drive, extroversion and impulsiveness�
�
Green�
Indicates stubbornness, tenacity, and deep conservatism�
�
Violet�
Indicates mystical d aesthetic qualities and some degree of emotional immaturity�
�
Brown�
Preferred by people in need of physical comfort and tenderness�
�
Black�
Indicates a personality in a state of resignation, renunciation and revolt�
�
Grey�
Indicates an indecisive personality in a state of feeling uncommitted or unresolved�
�
Dr.Max Luscher, Professor of Phsycology at Basle University: The Lushcher Color Test





Percentage Method





Color-of-the month Method





Brush Handling





Inset a picture of a girl cleaning a brush for painting





I





Good


Respect 


Smile


Greet


Courteous


Polite


Interested


Follow-up








Bad


Don’t acknowledge


Don’t want to know client’s needs


Delay in taking immediate action


Delay in assisting the clients


Not courteous


Don’t follow-up








My name is Sonnie I am following a job skill program at the Gender Ministry. I want to be a professional painter. How do I secure my first contract or get a job?  





�





Oh! Yes Susan, there are few things the people den da teaching painting told us. 





Hello Alice, can you tell me something da you know on safety procedures?  
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ROBBERY REPORT FORM





Body Posture: Poor posture can lead to more serious health problems later on in life. If you have poor posture you can improve it through:


Exercising properly


Strengthening and stretching exercises











Have a better posture. 








Trimmer Body Posture: You can lose weight if you combine exercise and strengthening exercises with a healthy diet. 


�               











Lack of exercise!





�





Hello Gifty , I’m so happy to see you today. Can you please help me with the correct explanation on keeping a record and to do list?  








Oh yes! Sokie, I learn so much from the people da teaching us in cleaning.





Now, I have no money for food





Oops…I lost my job





On top of it my boyfriend left me for another girl and I am going to be the mamma of another baby.





Stress management is a normal response of the body and mind when dealing with major life events such as starting or losing a job, mom and dad no longer together, getting pregnant too young, the death of a baby or a child, having to cook every day and the whole day, looking for money to buy food, and I have no money to go or stay in school. 








Oh, yes! Naomi, I can help you with some information on trauma & stress management.  





�





Hello Kadiatu, thank God I see you. Can I get your help on trauma & stress? 








5 | LEED

_1086765086

_1086781995

_1085299172

