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	Training/Internship Placement Plan

	An acceptable Training/Internship Placement Plan should cover a definite period of time and should consist of definite phases of training or tasks performed with a specific objective for each phase. The plan must also contain information on how the trainees will accomplish those objectives (i.e. classes, individual instruction, shadowing, etc.). Each phase must build upon the previous phase to show a progression in the training. A separate copy of this page must be completed for each phase (i.e.; if the trainee is rotating through different departments). 

	Name of Trainee (Last, First, MI)
	Field of Training/Internship:

HOSPITALITY

	Name of Phase:
	Start Date of Phase:


	End Date of Phase:
	Phase # __ of __

	Specific Objectives for This Phase:

The purpose of the training program is to teach the trainee American hospitality management principles and methods and to expose him to all the departments in the operations.


	Skills to be imparted for this phase:

The trainee will develop skills in the following areas of hospitality:

1. Management principles and methods, 
2. Operations management, 
3. Financial management, 
4. Human resources management, and 
5. Hospitality marketing.


	Justification for on-the-job training:

After observation, in order for the trainee to demonstrate that he/she has indeed learned enough to perform the appropriate skills in the proposed field of training, he/she needs to practically apply the newly acquired skills. By actually performing tasks which utilize these skills, the training can be fully internalized. There is no way to assess that learning has actually occurred unless the trainee demonstrates that learning through application and performance. Furthermore, the use of on-the-job training allows the trainee's performance to be observed and corrected, while at the same time giving the trainee the opportunity to use the acquired skills in ways that are appropriate to specific situations. On-the-job training is the best way for the trainee to show that learning has occurred, that the experience has been worthwhile, and that the program was a success.


	Chronology or Syllabus of Training or Tasks to be Performed During This Phase:

Months 1-3
I. Orientation – introduction to the various areas that will be covered throughout the training program, and to the texts which will be used.

II. Introduction to Hospitality Management – general introduction to hospitality management; understanding the various challenges and responsibilities involved in a management operation.

III. Financial Management I – Basic principles of financial management, including budgeting, pricing, cost controls, theft prevention, accounting, finance, financial decision support systems, financial planning & control, taxes.

· Budgeting/Financial Planning
· Purchasing

· Cost Control

· Accounting

Months 4-7

IV. Information Technology – Introduction to operations management in the restaurant industry and training in the specific applications used. Overview of the information needs of food service establishments.

V. Marketing – Advertising, public relations, and marketing, including market segmentation, marketing research, sales, advertising, public relations, promotions, packaging, pricing strategies, revenue maximization, travel purchasing systems, and the future of hospitality marketing.

VI. Foodservice Management – This segment provides the trainee with practical skills and knowledge for effective management of food service operations. It presents basic service principles while emphasizing the importance of meeting the needs and, whenever possible, exceeding the expectations of guests.

Months 8-12

VII. Human Resources Management – Interviewing, hiring, training, evaluating and promoting staff; assigning duties, problem solving, staff motivation. This segment presents a systematic approach to human resources management in the hospitality industry. The trainee will analyze contemporary issues and practices, as well as the trends that will transform the way people are managed.

VIII. Managerial Communication – Effective spoken & written communications; interpersonal skills; effective techniques for problem solving; resolution of problems arising from guest complaints; techniques in persuasion; cross-cultural communication; cultural issues that may obscure effective communication.

IX. Hospitality Law – Provides an awareness of the rights and responsibilities that the law grants to or imposes upon the hospitality industry, and illustrates the possible consequences of failure to satisfy legal obligations.

X. Financial Management II – Advanced financial management, including budgeting, forecasting, financial planning, purchasing, cost control, accounting, and taxation.

XI. Entrepreneurial Management – Organization, management, and risks involved in starting a restaurant.
The applicant will also participate in all hospitality seminars and advertising committee meetings held in conjunction with the XXXX Visitor and Convention Bureau.
Utilizing the Internet



Public Relations




Legislative Involvement



Tourism in the 21st Century

Marketing Leadership in Hospitality

Hospitality Law

Governor’s Conference on Tourism



Beverage Management



XXXX Restaurant Association



Basics of Event Planning & Management


	Method of Evaluation and the Frequency of Supervision During This Phase:

Constant supervision, discussion and feedback will be provided by the department supervisor for each area of responsibility.  Monthly review meetings will take place with the direct supervisor.  The direct supervisor will be the contact person for practical support and supervision for the duration of the program.
Monthly meetings with the direct supervisor will occur.  Upon completion of the department rotation, a written evaluation will be completed and co-signed by the department supervisor and direct supervisor.  A final meeting of the department supervisor, direct supervisor and the trainee will conclude the departmental rotation.  A final meeting with the direct supervisor will take place to review, discuss and evaluate the entire training program.  A final written evaluation will be completed by the trainee and a separate evaluation will be completed by the direct supervisor.
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