Restaurant, Hotel and 
Meetings Management
RHM 468

Work Practicum in Hospitality

Work Experience Manual

Packet C
Steps To Be Completed for RHM 468 (Work Practicum):

1. Week One:  Attend Class the 1st Friday of the Semester (time posted on your schedule)

a. Note…Summer Students will not meet 

b. Download Facility-Student Contract to be completed by supervisor and student

c. Download Mid-term Evaluation Form and Final Evaluation Form to be completed by supervisor throughout the semester.

d. Begin to Organize your Work Experience Portfolio.  

2.  Week Two:  

a. Turn in a copy of the Facility-Student Contract Signed and Completed by your immediate supervisor.
b. Turn in 3-5 goals you wish to accomplish during your work experience.  
   (Must be typed)  Note…include a copy in your Work Experience Portfolio with the “goals” section.  
c. Set up a time with Mrs. Boyle on when to do your Oral Presentation in her RHM 175 Introduction to Hospitality course.   Give a 5 minute Presentation on the following information in Business Casual Attire with a Power Point:

i. Name of Facility

ii. Job Responsibilities

iii. 3 things you have learned

iv. 3 things you think need to be improved or changed 
3. Week Three-Six:
a. Begin to type your answers to the questions in the work experience manual.  
4. Week Six:

a. Turn in a copy of your Mid-Term Evaluation Form signed and completed by your immediate supervisor.  
b. Turn in a typed mid-term evaluation on your goals you set at the beginning of the semester.  Write a brief summary of where you stand on the accomplishment of each goal.  

5. Week Seven-Twelve:
a. Continue to type your answers to the questions in the work experience manual.  

6. Week Sixteen:

Final Work Experience Portfolio is due in Class the Friday of Dead Week

RHM 468 Hospitality WORK EXPERIENCE

The following questions and projects are to be discussed in your written report.  Include copies of material you collected from your experiences that are relevant, i.e., organizational charts, policies & procedures, records, etc.  Do Not answer questions with a “Yes” or “No” only.  Elaborate and explain why you support or do not support actions taken, policies and procedures, methods used, etc.

Part I – General Information

A.  GOALS:

i. Goal Identification:  Before beginning your work experience, you should identify 3-5 goals you wish to accomplish during the semester.  These should have been submitted with your facility-student contract at the beginning of the semester.  Include a copy of those goals in this section of your portfolio.

ii. Goal Progress Report:  At this point, you should recall your list of goals, and write a brief summary of where you stand on the accomplishment of each goal.  This summary should also include an action plan of how you plan on achieving the goals you set at the beginning of the work experience.  These should have been submitted to your instructor by week six of the semester but include a copy of this in your portfolio. 

iii. Goal Evaluation:  At the end of your internship, you should return to your goals, and identify if you achieved them.  If you did achieve a goal, state in how you went about accomplishing the goal and how its accomplishment has been positive.  If you did not achieve a goal, state why you were unable to accomplish it, and what plans to do in the future to achieve it.  

B. Position Information

a. Discuss the position(s) in which you worked.  Identify the following:

i. Name of position(s)

ii. Position responsibilities

iii. Who you reported to

iv. Hours of work

v. Rate of pay

PART II – STAFFING ASSIGNMENTS
(For this section, complete at least four of the following questions.) 
1. What are the principle sources and methods for recruiting prospective employees, i.e., classified ads, employment agencies, word of mouth, etc?  Describe the process.  Attach a typical ad, if ads are used.

2. Are current employees informed of job openings within the organization and encouraged to apply if they meet the qualifications?  Why or why not?

3. Are there written job descriptions and job specifications for each job that are used to recruit and select employees?  Explain the difference between job descriptions and job specification.  Give an example.

4. Do applicants have to fill out an employment application?  If so, attach a copy of the application.  Describe the application process.

5. Who interviews the applicants?  Describe the general interview process used by the organization or department.  Where are the interviews conducted?  Who takes part in the interviews?  Ask the interviewer what he or she looks for when selecting applicants.

6. Do potential applicants for any job have to undergo testing?  If so, describe the testing.

7. What type of reference check is done on prospective employee?  If a form is used, attach it.  If a form is not used, what are the typical questions asked by the interviewer?

8. Are all applicants informed if they did or did not get the job?  How are they informed?

9. Describe the benefits package for full-time and part-time employees.  Include paid time-off, health insurance, etc.

Part III – Training
(For this section, complete these four questions.) 
1. Are new employees provided with an orientation? If so, how are new employees orientated to the jobs and the company? If there is a formal orientation, list its major components. Attach an orientation checklist if available. Who conduct new employee orientation or training?

2. List at least six rules of conduct, dress, or behavior that are discussed during orientation. Are employees given a copy of an employee handbook?  Is one available? Is it up to date? Attach one with your report if available. 

3. After employees have been oriented, describe the typical training that takes place. Who does the training? Which training method or approaches are used, i. e., on-the-job training, lecture and discussion, demonstration, videotapes, games, other. Are the training materials current and relevant to the topic?

4. Is there an ongoing training operation, or is training limited to new employees? Are there mandatory annual, quarterly, or monthly training programs for employees? Is retraining available?

Part IV – Discipline

(For this section, complete at least four of the following assignments.) 
1. Is there a discipline policy and procedure available? If yes, attach a copy and describe the major parts.

2. Is any type of warning system used with employees who are not doing their job properly? If so, what are the systems? How many warnings are given?  Is each warning verbal or written?

3. Is any infractions cause for immediate dismissal? If so list them.

4. Is excessive absenteeism or tardiness defined? If so, give the definition. How are attendance records maintained? Attach any pertinent forms.

5. When a disciplinary incident, such as smoking on the job, occurs, what are the typical steps a supervisor or manager will go through?

6. What happens to any employee who is suspected of working under the influence of alcohol or an illegal substance?

7. Are employees praised, both verbally and in writing, for positive actions they take?

8. Ask the Supervisor to identify four essential elements of successful discipline and explain the importance of each.  Do you agree or disagree with them?  Why or why not?  Are there any other elements that you feel are important for successful discipline?

Part V – Performance Evaluations

(For this section, complete these four questions.) 

1. Is any type of rating or evaluation done on the employee on a scheduled basis?  If yes, list them.  
2. Are employees asked to do a self-appraisal as part of the performance evaluation process?  If yes, describe.  Is the performance evaluation used as the basis for raises of promotions?

3. Describe the forms used in evaluating employees by answering the following questions.

Attach a form if available.

a. What performance dimensions or categories is the employee rated on?

b. Explain the rating scale used.

c. Is the form easy to use? Why or why not?

d. Is the form fair and objective (performance directed)?  Why or why not?

4.   Explain how the manager or supervisor completes the form and discusses it with the            

      employee.  Once a performance evaluation has been completed, where does this form         

      go?  Does the employee get a copy?

Remember: References used to support your work should be listed in the reference list. 
RHM 468 Work Experience Grade Sheet for Packet C

Name of Student:____________________ Place of Internship:___________________

	Due Date
	Assignments
	Points
	Points Received

	1st Week:  Turn in to Instructor or Fax:

 205-348-2982

Put a copy in your report
	Student/Facility Contract and Submit 3-5 Goals To Instructor
	20
	

	Week 6:  Turn in to Instructor or Fax:

205-348-2982

Put a copy in report
	Mid-Term Evaluation and Submit          Mid-Evaluation of Goals Report to Instructor
	20
	

	Weeks 1-16:  Answer throughout semester and put in your final portfolio 
	Work Experience Manual
	
	

	Put in report 
	Title Page


	05
	

	Put in report 
	Table of Contents


	05
	

	Put in report
	A. Goals Section  


	10
	

	Put in report
	B. Position Info   


	10
	

	Put in report
	C. Staffing   


	20
	

	Put in report
	D. Training

	20
	

	Put in report
	F. Discipline

	20
	

	Put in report
	G. Performance Evaluations

	20
	

	Put in report
	Paycheck Stubs totaled up 


	05
	

	Put in report
	Final Evaluation 


	20
	

	Put in report
	RHM 468 History Form


	05
	

	Oral Presentation:

Schedule with Mrs. Boyle
	Business Attire and Presented Info


	30
	

	Final Portfolio Due:

Friday of Dead Week  
	Final Points 
	200
	


All reports not turned in by Friday of Dead Week will result in a letter grade reduction.

Mail if out of town to: Instructor’s Name 

Doster Hall 206 

729 Colonial Drive, Tuscaloosa, AL  35487
