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RHM 469:  Internship in Hospitality (500 hours)

· Students are required to register for RHM 469 before graduation.  
· Up to 350 hours = can be past hospitality work experience with documentation
· Last 150 hours = must be current hospitality work experience 
· Proof of all 500 hours must be submitted the semester you take the course.  
· All of the student’s worked hours must be completed during their college years.  
Steps To Be Completed for RHM 469:

1. Before the Semester:  Sign up for 1 hour of RHM 469 during your assigned registration time so this class is on your schedule.  Work experience must be approved by the student’s instructor prior to registration.  
2. Week One:  Attend Class the 1st Friday of the Semester
3. Week Two:  
· Print the “Internship Manual” from Blackboard Learn OR print from the RHM 469 website: http://www.nhm.ches.ua.edu/internships.html
· Complete “Past Work Experience Form” along with documentation of your previous hours (i.a) and place in your portfolio

· Have supervisor sign “Facility-Student Agreement” and send to your instructor.  Include a copy in your portfolio   

· Write “3-5 internship goals” and submit to instructor.  Include a copy in your portfolio
4. Week Six:  In your portfolio…include a copy of your   “Mid Internship Evaluation Form” signed by your supervisor and a typed “Evaluation on the progress of your goals” set at the beginning of the internship.  
5. Weeks Two through Fourteen of Your Employment:  
In your portfolio… actively work on the following forms:
a. Work experience form
b. Goals section
c. Position information
d. Overall work experience
e. Supervisory skills
f. Organization Information
g. Segment specific assignments
h. Photo of student in uniform outside company sign
i. Final Internship Evaluation Form
j. Proof of Internship Hours
6. Last Week Of the Active Semester:   

Final Completed Portfolio is due!

Turn in to Your Instructor’s Office the Friday of Dead Week  
NOTE…Summer Interns must attend an Internship Meeting during Dead Week (Day TBA)
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