Sample Student Employee Training Plan

	Student Name:


	SS#

	Date of Birth:


	School:

	Job Title: Waiter/Waitress
Holland Code:  Realistic, Social, Enterprising

	Working Papers Certificate #.

	School Coordinator:

Jennifer T. Bradford
	School’s Telephone Number  
Fax:   
Email:

	Employer:

 
	Employer’s Telephone Number:

	Job Supervisor:

 
	Supervisor’s Telephone Number:

Fax:  
Email:


	GOALS FOR THIS WORK-BASED LEARNING STUDENT:

	1.  To experience the career field of Hospitality

	2.  To be exposed to and master the skills necessary for this career. 

	3.  To develop the soft workplace skills necessary for success in the world of work.  

	4.  To develop customer relation skills

	5.  To be able to demonstrate positive behavior and appropriate dress for this career.


	Job Tasks and Learning Outcomes (to be developed by the employer and school coordinator)
	Timeframe
	Achievement Level   and

Comments

	Specific Tasks related to Position
	
	1.  Mastered skill

2.  Needs more Training at the work site.  

3.  Needs more training at school.                 4.  Has not reached this training area.

	1.Check patrons' identification in order to ensure that they meet minimum age requirements for consumption of alcoholic beverages.  
	 
	

	2. Collect payments from customers
	 
	

	3.

Inform customers of daily specials
	 
	

	4. Present menus to patrons and answer questions about menu items, making recommendations upon request. 

	 
	

	5. Remove dishes and glasses from tables or counters, and take them to kitchen for cleaning
	 
	

	6.

Prepare checks that itemize and total meal costs and sales taxes
	 
	

	7. Serve food and/or beverages to patrons; prepare and serve specialty dishes at tables as required. 

	 
	

	8. Check with customers to ensure that they are enjoying their meals and take action to correct any problems. 
	 
	

	9. Write patrons' food orders on order slips, memorize orders, or enter orders into computers for transmittal to kitchen staff. 
	 
	

	10.

Take orders from patrons for food or beverages.
	 
	


	 SAFETY TRAINING

(Below list specific items.)
	Date of Safety Training
	Achievement Level and

Comments

1.  Mastered safety training instruction.

2.  Needs more safety training at work site.  

3.  Needs more safety training at school.                 

4.  Has not reached this training area.

	1.  Hand tools – Must know proper usage of:  knives, scissors, graters, peelers.


	 
	

	2.  Motorized tools – Must know proper usage of blenders, coffee makers and any other electrical appliance used in service station
	 
	

	3.  

Trunk Strength and Gross Body Coordination — The ability to use your abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' or fatiguing.

The ability to coordinate the movement of your arms, legs, and torso together when the whole body is in motion.


	
	

	4.  Chemicals – Must know proper handling and storage of chemicals


	
	

	5.  Hand-washing – Must know proper hand washing requirements/technique in food prep and service area. 
	
	


	DRESS and BEHAVIOR CODE FOR POSITION

Describe specific items.
	Achievement Level  and Comments

1.  Dresses/behaves appropriately

2.  Needs to modify dress/behavior.  

3.  Needs personal consultation.

	1.  Clothes –  Uniform issued, must be freshly laundered, pressed  and free of stain

	

	2.  Hair – Must be clean  and worn above the neck or tied back respectfully
	

	3.  Shoes – Must be closed-toed, rubber soled and no high heels are allowed.
	

	4.  Personal Cleanliness – Must be freshly bathed each day.  Face must be clean shaven, deodorant must be worn with minimal makeup, adhering to company policy on jewelry, and no nail polish is to be worn on finger nails..


	

	5.  Appropriate positive body language.
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


