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Action: Immediate

	
[bookmark: _GoBack]PURPOSE:  To inform the staff of OA and the State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of the approval of new National Guidelines for Apprenticeship Standards for LAHTA.

BACKGROUND:  These new National Guidelines for Apprenticeship Standards, submitted by Ms. Adine Forman, Executive Director, on behalf of LAHTA, were approved by the OA Administrator on April 17, 2017.  The new National Guidelines Standards  include the occupations of:  

· Chef de Parti (Existing Title: Cook Hotel & Restaurant) (competency-based) ; and 
· Room Attendant/Housekeeper (Existing Title:  Housekeeper (Commercial, Residential, Industrial) (competency-based) 

These new National Guidelines for Apprenticeship Standards are a model for developing local apprenticeship programs registered with the OA or a SAA for all the occupations listed in these revised National Guidelines for Apprenticeship Standards. 

ACTION:  The OA staff should familiarize themselves with this bulletin.  A copy of the revised Work Process Schedules and Related Instruction Outlines.

If you have any questions, please contact Doug McPherson, Apprenticeship and Training Representative, at (202) 693-3783.

NOTE:  This bulletin is being sent via electronic mail.  
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FOREWORD



The Hospitality Training Academy (HTA) recognizes the need for structured training programs to maintain the high level of skill and competence demanded in the hospitality industry.  Registered apprenticeship is the most practical and sound training system available to meet that need, to develop individuals into skilled journeyworkers, and to ensure industry an adequate supply of skilled workers.



Title 29, Code of Federal Regulations (CFR), § 29, outlines the requirements for registration of acceptable apprenticeship programs for Federal purposes, and sets forth labor standards that safeguard the welfare of apprentices.  Such registration may be by the U. S. Department of Labor, Office of Apprenticeship, or by a State Apprenticeship Agency recognized by the Office of Apprenticeship as the appropriate body in that State for approval of local apprenticeship programs for Federal purposes.  29, CFR § 30 sets forth the requirements for equal employment opportunity in apprenticeship to which all registered apprenticeship programs must adhere.



[bookmark: QuickMark]The purpose of these National Guidelines for Apprenticeship Standards (National Guideline Standards) is to provide policy and guidance to local sponsors in developing these Standards for Apprenticeship for local approval and registration.  These National Guideline Standards developed by the sponsor are certified by the U. S. Department of Labor, Office of Apprenticeship as substantially conforming to the requirements of 29, CFR §§ 29 and 30.  State Apprenticeship Agencies recognized by the Office of Apprenticeship to register local programs, and/or local laws and regulations, may impose additional requirements that must be addressed in the local apprenticeship standards.

    

Local Standards of Apprenticeship must be developed and registered by each sponsor that undertakes to carry out an apprenticeship training program.  The local Standards of Apprenticeship will be the sponsor’s written plan outlining all terms and conditions for the recruitment, selection, employment, training, and supervision of apprentices as subscribed by the sponsor, and must meet all the requirements of the Registration Agency.



The establishment of local apprenticeship programs under these National Guideline Standards will provide the sponsor with a skilled and versatile work force at each of its locations by providing apprentices the opportunity to become journeyworkers through an organized and properly supervised program of training, practical experience and related instruction.




DEVELOPMENT OF AFFIRMATIVE ACTION PLAN AND SELECTION PROCEDURES



Equal employment opportunity is required of every registered apprenticeship program.  Such requirements apply to the recruitment, selection, employment, and training of apprentices throughout their apprenticeship.



Those programs with 5 or more apprentices, or where there is a likelihood of 5 or more apprentices, must have a written Affirmative Action Plan and Selection Procedures that is approved by the Registration Agency as part of the Standards of Apprenticeship.



A sample Affirmative Action Plan and Selection Procedures are attached.



Representatives of the Registration Agency are available to assist the local sponsor in developing its Standards of Apprenticeship, Affirmative Action Plan and Selection Procedures using the sample provided.  Once developed, the Standards of Apprenticeship, as well as the Affirmative Action Plan and Selection Procedures must be submitted to the Registration Agency for approval and registration.  Company Affirmative Action Plan’s and Selection Procedures (hiring process) may be considered in lieu of utilizing the samples provided if they meet all of the requirements of 29, CFR § 30.




OFFICIAL ADOPTION OF NATIONAL GUIDELINES FOR APPRENTICESHIP STANDARDS



The Hospitality Training Academy (HTA) hereby adopts these Standards of Apprenticeship on this _1   _  day of  (February/2017). 







_______________/s/_____________________________		_________________/s/____________________

Signature of Management				Signature of Labor 



Adine Forman					Adine Forman

_____________________________________________		_____________________________________

Printed Name					Printed Name
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FOR THE OCCUPATIONS OF


CHEF DE PARTIE (Existing Title:  Cook Hotel & Restaurant)/Line Cook

O*NET-SOC Code: 35-2014.00 
   RAPIDS Code: 0663CB


Other classifications include:


Cook/Cook 1/Cook 2/Cook 3

Baker 1/Baker 2/Baker 3


Cook Trainee/Grill Cook/Display Cook/Catering Cook

Grill & Pizza Cook/A La Carte Cook/Production Cook


Junior Cook/Sauce Cook/Hot Line Cook/Banquet Cook


Overnight Line Cook/WokCook/Prep & Pantry Cook/Prep Cook


Garde Manger (Cold Station) Cook/Multi-Concept Lead Cook


Pastry Chef/Assistant Pastry Chef/Pastry Cook/

Pastry Cook/Assistant Pastry Cook/Baker & Pastry Cook/Assistant Baker

Working Chef/Working Sous Chef

Second Cook/Dinner Cook/Breakfast Cook/Fry Cook/Cafeteria Cook/


Assistant Cook/Cook Helper


Salad/Sandwich Cook


ROOM ATTENDANT/HOUSEKEEPER (Existing Title:  Housekeeper, Com, Res, Ind)


O*NET-SOC Code: 37-2012.00   
RAPIDS Code: 0943CB


APPROVED BY


U.S. DEPARTMENT OF LABOR


OFFICE OF APPRENTICESHIP


State Director, Region X

REGISTRATION DATE:  __________


RAPIDS REGISTRATION NUMBER:  ________________

These “model” national guidelines for apprenticeship standards are an example of how to develop apprenticeship standards that will comply with 29 CFR §§ 29 and 30 when tailored to a sponsor’s apprenticeship program.  These model standards do not create new legal requirements or change current legal requirements.  The legal requirements related to apprenticeship that apply to registered apprenticeship programs are contained in 29 U.S.C. 50 and 29 CFR §§ 29 and 30.  Every effort has been made to ensure that the information in the model apprenticeship standards is accurate and up-to-date.

This Page Intentionally Left Blank


TABLE OF CONTENTS


Page


Foreword
iii

SECTION I

Program Administration
1


SECTION II

Equal Opportunity Pledge
2

SECTION III

Affirmative Action Plan and Selection Procedures
3

SECTION IV

Qualifications for Apprenticeship
3

SECTION V
Apprenticeship Agreement
3

SECTION VI

Supervision of Apprentices and Ratios
4

SECTION VII
Term of Apprenticeship
4

SECTION VIII
Probationary Period
5

SECTION IX
Hours of Work
5

SECTION X
Apprentice Wage Progression
5

SECTION XI
Credit for Previous Experience
6

SECTION XII
Work Experience
6

SECTION XIII
Related Instruction
6

SECTION XIV
Safety and Health Training
7

SECTION XV
Maintenance of Records
7

SECTION XVI
Certificate of Completion of Apprenticeship 
8

SECTION XVII
Notice to Registration Agency
8

SECTION XVIII
Registration, Cancellation, and Deregistration
8

SECTION XIX
Amendments and Modifications
9

SECTION XX
Adjusting Differences; Complaint Procedure
9

SECTION XXI
Collective Bargaining Agreements
10

SECTION XXII
Transfer of an Apprentice and Training Obligation
11

SECTION XXIII
Responsibilities of the Apprentice
11

SECTION XXIV
Technical Assistance
12

SECTION XXV
Conformance with Federal Laws and Regulations
12

SECTION XXVI
Definitions
13

SECTION XXVII
Official Adoption of Apprenticeship Standards
16

Appendix A - Work Process Schedule and Related Instruction Outline


Appendix B - Apprenticeship Agreement


Appendix C - Affirmative Action Plan

Appendix D - Qualifications and Selection Procedures

FOREWORD

These HTA apprenticeship standards have as their objective the training of Chef de Parties/Line Cooks (Existing Title:  Cook Hotel & Restaurant) and Room Attendants/Housekeepers (Existing Title:  Housekeeper, Com, Res, Ind) skilled in all phases of the industry.  The sponsor recognizes that in order to accomplish this, there must be well-developed on-the-job learning combined with related instruction. The HTA has developed Pre-Apprenticeship Programs that will be awarded credit toward the Room Attendant/Housekeeper and Chef de Partie/Line Cook Apprenticeships. These front-loaded classes meet the mandatory requirements for full credit for related instruction.

This recognition has resulted in the development of these standards of apprenticeship.  They were developed in accordance with the basic standards recommended by the U.S. Department of Labor, Office of Apprenticeship, as a basis from which the sponsor can work to establish an apprenticeship training program that meets the particular needs of the area.


SECTION I – PROGRAM ADMINISTRATION (EXAMPLES)


Program Sponsors are responsible for the administration of all aspects of a Registered Apprenticeship program.  Sponsor means any person, association, committee, or organization operating an apprenticeship program and in whose name the program is (or is to be) registered or approved.  Program Sponsors will establish a Joint Apprenticeship and Training Committee (JATC) to carry out the responsibilities and duties required of a Program Sponsor as described in these Standards of Apprenticeship.

Responsibilities of the JATC

A. Cooperate in the selection of apprentices as outlined in this program.


B. Ensure that all apprentices are under written apprenticeship agreements.


C. Review and recommend apprenticeship activities in accordance with this program.


D. Establish the minimum standards of education and experience required of apprentices.


E. Register the local apprenticeship standards with the Registration Agency.


F. Hear and resolve all complaints of violations of apprenticeship agreements.


G. Arrange evaluations of apprentices' progress in manipulative skills and technical knowledge.


H. Maintain records of all apprentices, showing their education, experience, and progress in learning the occupation.


I. Certify to the Registration Agency that apprentices have successfully completed their apprenticeship program.


J. Notify, within 45 days, the Registration Agency of all new apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, completions, and cancellations with explanation of causes.


K. Supervise all the provisions of the local standards and be responsible, in general, for the successful operation of the standards by performing the duties here listed.  Cooperate with public and private agencies, which can be of assistance in obtaining publicity to develop public support of apprenticeship.  Keep in contact with all parties concerned, including apprentices, employers, and journeyworkers.


L. Provide each apprentice with a copy of these standards, along with any applicable written rules and policies.  Require the apprentice to sign an acknowledgment receipt of same.  Follow this procedure whenever revisions or modifications are made to the rules and policies.


M. When notified that an apprentice’s related instruction or on-the-job progress is found to be unsatisfactory, the sponsor will determine whether the apprentice should continue in a probationary status and may require the apprentice to repeat a process or series of processes before advancing to the next wage classification.  Should it be found in the course of this determination that the apprentice does not have the ability or desire to continue the training to become a journeyworker, the sponsor will, after the apprentice has been given adequate assistance and opportunity for corrective action, terminate the apprenticeship agreement, as provided in 29 CFR § 29.7(h)(1)(2)(i) and (ii).

N. The sponsor will work with UNITE HERE Local 11 and its partner employers to provide each registered apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program.  If the sponsor is unable to fulfill its training and/or employment obligation in conformance with these standards, the sponsor will, per Section XXII of these standards and with the apprentice’s consent, make a good-faith effort to facilitate a transfer of the apprentice to another registered sponsor for completion of the apprenticeship.

If conditions of business make it necessary to temporarily suspend the period of apprenticeship.  Apprentices suspended for this reason will be given the opportunity to resume their active apprenticeships before any additional apprentices are employed.  The suspension and reinstatement of apprentices shall be done in relation to retention of the most advanced apprentice and in accordance with the company policy for breaks in seniority.

Structure of the Joint Apprenticeship and Training Committee (JATC)

A. Members of the JATC will be selected by the groups they represent.


B. Membership will be composed of an equal number of representatives of the employer(s) and of the employees represented by a bona fide collective bargaining agent(s). The current Board of the Hospitality Industry Training and Education Fund (HITEF) dba Hospitality Training Academy (HTA) is composed of 3 Employer Trustees and 3 Employer Alternate Trustees, and 3 Union Trustees and 3 Union Alternate Trustees. This same board shall compose the JATC.

Administrative Procedures


A. The JATC will select a chairperson and a secretary and will determine the time and place of regular meetings.  Meetings will be held as frequently as needed to effectively manage the program.  Written minutes of the meetings will be kept.


B. The chairperson and secretary will have the power to vote on all questions affecting apprenticeship.


C. The offices of chairperson and secretary will rotate, if desired, among members of the sponsor.


SECTION II - EQUAL OPPORTUNITY PLEDGE – 29 CFR §§ 29.5(b)(21) and 30.3(b)

The recruitment, selection, employment, and training of apprentices during their apprenticeship shall be without discrimination because of race, color, religion, national origin, or sex.  The sponsor will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under 29 CFR § 30 (insert state regulations here, if applicable).


SECTION III - AFFIRMATIVE ACTION PLAN AND SELECTION PROCEDURES – 29 CFR §§ 29.5(b)(21), 30.4, and 30.5

Sponsors with 5 or more registered apprentices are required to adopt an affirmative action plan (Appendix C) and selection procedures (Appendix D), which will become part of these standards of apprenticeship.  However, the Office of Apprenticeship encourages the development of these two 

plans for all programs regardless of apprentice numbers.  For programs with fewer than 5 apprentices, these plans are not required, and the sponsor may continue to select apprentices in conformance with its current human resources and equal employment opportunity hiring policies.

SECTION IV - QUALIFICATIONS FOR APPRENTICESHIP – 29 CFR § 29.5(b)(10) (EXAMPLES)


Applicants will meet the following minimum qualifications.  These qualification standards, and the score required on any standard for admission to the applicant pool, must be directly related to job performance, as shown by a statistical relationship between the score required for admission to the pool and performance in the apprenticeship program: 


A. Age 


Minimum qualifications required by the sponsor for persons entering the apprenticeship program, with an eligible starting age not less than 18 years.

B. Education

A high school diploma, General Educational Development (GED) equivalency or other high school equivalency credential is required.  


C. Physical 

Applicants will be physically capable of performing the essential functions of the apprenticeship program, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others.

SECTION V - APPRENTICESHIP AGREEMENT – 29 CFR §§ 29.3(d), 29.3(e), and 29.5(b)(11)


After an applicant for apprenticeship has been selected, but before employment as an apprentice or enrollment in related instruction, the apprentice will be covered by a written apprenticeship agreement (Appendix B) which can be submitted electronically through the RAPIDS, using the Apprentice Electronic Registration process by the sponsor and the apprentice and approved by and 

registered with the Registration Agency.  Such agreement will contain a statement making the terms and conditions of these standards a part of the agreement as though expressly written therein.  The sponsor shall provide a copy of the apprenticeship agreement to the apprentice, the Registration Agency, the employer, and the union.  An additional copy will be provided to the veteran’s state approving agency for those veteran apprentices desiring access to any benefits to which they are entitled.


Prior to signing the apprenticeship agreement, each selected applicant will be given an opportunity to read and review these standards, the sponsor’s written rules and policies, the apprenticeship agreement, and the sections of the collective bargaining agreement (CBA) that pertain to apprenticeship.


The Registration Agency will be advised within 45 days of the execution of each apprenticeship agreement and will be given all the information required for registering the apprentice.

SECTION VI – SUPERVISION OF APPRENTICES AND RATIOS – 29 CFR § 29.5(b)(14)and 29 CFR § 29.5(b)(7)


No apprentice shall work without proper or adequate supervision of the journeyworker.


For the purpose of these apprenticeship standards, adequate or proper supervision of the apprentice means the apprentice is under the supervision of a fully qualified journeyworker or supervisor at all times who is responsible for making work assignments, providing OJL, and ensuring safety at the worksite.


To adequately or properly supervise an apprentice does not mean the apprentice must be within eyesight or reach of the supervisor, but that the supervisor knows what the apprentice is working on; is readily available to the apprentice; and is making sure the apprentice has the necessary instruction and guidance to perform tasks safely, correctly, and efficiently.


The sponsor shall establish a numeric ratio of apprentices to fully proficient workers (journeyworkers) consistent with proper supervision, training, safety, continuity of employment, and applicable provisions in CBAs, except where such ratios are expressly prohibited by the CBAs.  The ratio language must be specific and clearly described as to its application to the jobsite, workforce, department, or plant.  The ratio of apprentices to fully proficient workers (journeyworkers) will be as noted in Appendix A.

SECTION VII - TERM OF APPRENTICESHIP – 29 CFR § 29.5(b)(2)

The term of the occupation will be competency-based, supplemented by the required hours of related instruction as stated on the Work Process Schedule and Related Instruction Outline (Appendix A).

SECTION VIII - PROBATIONARY PERIOD – 29 CFR §§ 29.5(b)(8) and 29.5(b)(20)

Every applicant selected for apprenticeship will serve a probationary period.  The probationary period cannot exceed 25 percent of the length of the program or 1 year, whichever is shorter.  The probationary period shall be 3 months OJL hours.


During the probationary period, either the apprentice or the sponsor may terminate the apprenticeship agreement, without stated cause, by notifying the other party in writing.  The records for each probationary apprentice will be reviewed prior to the end of the probationary period.  Records may consist of periodic reports regarding progression made in both the OJL and related instruction, and any disciplinary action taken during the probationary period.


Any probationary apprentice evaluated as satisfactory after a review of the probationary period will be given full credit for the probationary period and continue in the program.


After the probationary period, the apprenticeship agreement may be cancelled at the request of the apprentice or may be suspended or cancelled by the sponsor for reasonable cause after documented due notice to the apprentice and a reasonable opportunity for corrective action.  In such cases, the sponsor will provide written notice to the apprentice and to the Registration Agency of the final action taken.

SECTION IX - HOURS OF WORK

Apprentices will generally work the same hours as fully proficient workers (journeyworkers), except that no apprentice will be allowed to work overtime if it interferes with attendance in related instruction classes.


Apprentices who do not complete the required hours of OJL during a given segment will have the term of that segment extended until they have accrued the required number of hours of training.

In the hospitality sector, the number of work hours is highly dependent on the occupancy and/or number of customers at a particular establishment. It is the understanding of this program that the HTA and employers must adhere to the seniority provisions in the Collective Bargaining Agreements (CBAs), while trying to ensure that the apprentices are working as much as possible to achieve the objectives of the apprenticeship program.

SECTION X - APPRENTICE WAGE PROGRESSION – 29 CFR § 29.5(b)(5)

Apprentices will be paid a progressively increasing schedule of wages and fringe benefits during their apprenticeship based on the acquisition of increased skill and competence on the job and in related instruction.  Before an apprentice is advanced to the next segment of training or to fully proficient or journeyworkers status, the sponsor will evaluate all progress to determine whether advancement has been earned by satisfactory performance in OJL and in related instruction courses.  In determining whether satisfactory progress has been made, the sponsor will be guided by the work experience and related instruction records and reports.


The progressive wage schedule and fringe benefits will be an increasing percentage of the fully proficient or journeyworkers wage rate as established in the CBA.  The percentages that will be applied to the applicable fully proficient or journeyworkers rate are shown on the attached Work Process Schedule and Related Instruction Outline (Appendix A).  In no case will the starting wages of apprentices be less than that required by any minimum wage law that may be applicable.


SECTION XI - CREDIT FOR PREVIOUS EXPERIENCE – 29 CFR §§ 29.5(b)(12) and 30.4(c)(8)

The sponsor may grant credit toward the term of apprenticeship to new apprentices.  Credit will be based on demonstration of previous skills or knowledge equivalent to those identified in these standards.

Apprentice applicants seeking credit for previous experience gained outside the supervision of the sponsor must submit the request at the time of application and furnish such records, affidavits, and other documents related to employment history and his/her job duties to substantiate the claim.  An applicant who is a veteran and who wishes to receive consideration for military training and/or experience must submit a DD-214.  Applicants requesting credit for previous experience who are selected into the apprenticeship program will start at the beginning wage rate.  The request for credit will be evaluated and a determination made by the sponsor during the probationary period, when actual on-the-job and related instruction performance can be examined.  Prior to completion of the probationary period, the amount of credit to be awarded will be determined after review of the apprentice’s previous work and training/education record and evaluation of the apprentice’s performance and demonstrated skill and knowledge during the probationary period.


An apprentice granted credit will be advanced to the wage rate designated for the period to which such credit accrues.  The Registration Agency will be advised of any credit granted and the wage rate to which the apprentice is advanced.

The granting of advanced standing will be uniformly applied to all apprentices.


SECTION XII - WORK EXPERIENCE – 29 CFR § 29.5(b)(3) 

During the apprenticeship, the apprentice will receive OJL and related instruction in all phases of the occupation necessary to develop the skill and proficiency of a skilled journeyworker.  The OJL will be under the direction and guidance of the apprentice’s supervisor.


SECTION XIII - RELATED INSTRUCTION – 29 CFR § 29.5(b)(4)

Every apprentice is required to participate in coursework related to the job as outlined in Appendix A.  A minimum of 144 hours of related instruction is recommended for each year of the apprenticeship.  Apprentices agree to take such courses as the sponsor deems advisable.  The sponsor will secure the instructional aids and equipment it deems necessary to provide quality instruction.  In cities, towns, or areas having no vocational schools or other schools that can furnish related instruction, the sponsor may require apprentices to complete the related instruction requirement through electronic media or other instruction approved by the Registration Agency.

Apprentices will not be paid for hours spent attending related instruction classes.


The sponsor will inform each apprentice of the availability of college credit (if applicable).  

Any apprentice who is absent from related instruction will satisfactorily complete all coursework missed before being advanced to the next period of training.  In cases of failure of an apprentice to fulfill the obligations regarding related instruction without due cause, the sponsor will take appropriate disciplinary action and may terminate the apprenticeship agreement after due notice to the apprentice and opportunity for corrective action.


To the extent possible, related instruction will be closely correlated with the practical experience and training received on the job.  The sponsor will monitor and document the apprentice’s progress in related instruction classes.


The sponsor will secure competent instructors whose knowledge, experience, and ability to teach will be carefully examined and monitored.  The sponsor may require the instructors to attend instructor training to meet the requirements of 29 CFR § 29.5(b)(4)(i)(ii) or state regulations.


SECTION XIV - SAFETY AND HEALTH TRAINING – 29 CFR § 29.5(b)(9)


All apprentices will receive instruction in safe and healthful work practices both on the job and in related instruction that are in compliance with the Occupational Safety and Health Administration standards promulgated by the Secretary of Labor under 29 U.S.C. 651 et seq., as amended, or state standards that have been found to be at least as effective as the federal standards.

SECTION XV - MAINTENANCE OF RECORDS – 29 CFR §§ 29.5(b)(6), 29.5(b)(23), and 30.8

Program sponsors are responsible for maintaining, at a minimum, the following records:


· summary of the qualifications of each applicant;


· basis for evaluation and for selection or rejection of each applicant;


· records pertaining to interview;

· the original application;

· records of each apprentice’s OJL; 


· related instruction reviews and evaluations; 


· progress evaluations;

· record of job assignments, promotions, demotions,



layoffs, or terminations, rates of pay; and

· any other actions pertaining to the apprenticeship

Program sponsors will also maintain all records relating to apprenticeship applications (whether selected or not), including, but not limited to, the sponsor’s outreach, recruitment, interview, and selection process.  Such records will clearly identify minority and female (minority and nonminority) applicants and must include, among other things, the basis for evaluation and for selection or rejection of each applicant.  For a complete list of records that each sponsor is required to maintain under 29 CFR § 30, please refer to 29 CFR § 30.8.

All such records are the property of the sponsor and will be maintained for a period of 5 years from the date of last action.  They will be made available to the Registration Agency upon request.


SECTION XVI - CERTIFICATE OF COMPLETION OF APPRENTICESHIP – 29 CFR § 29.5(b)(15), and Circular 2015-02

Upon satisfactory completion of the requirements of the apprenticeship program as established in these Standards, the Sponsor will so certify to the Registration Agency and request the awarding of a Certificate of Completion of Apprenticeship to the completing apprentice(s).  Such requests may be completed electronically using the Registered Apprenticeship Partners Information Data System (RAPIDS) or in writing using the supplied U. S. Department of Labor, ETA, Office of Apprenticeship, Application for Certification of Completion of Apprenticeship Form in (Appendix B), accompanied by the appropriate documentation for both on-the-job learning and the related instruction as may be required by the Registration Agency.

SECTION XVII - NOTICE TO REGISTRATION AGENCY – 29 CFR §§ 29.3(d), 29.3(e), and 29.5(b)(19)


The Registration Agency must be notified within 45 days of any apprentice action - e.g., registered, reinstated, extended, modified, granted credit, completed, transferred, suspended, canceled - and a statement of the reasons therefor.


SECTION XVIII - REGISTRATION, CANCELLATION, AND DEREGISTRATION – 29 CFR §§ 29.5(b)(18), 29.8(a)(2), and 29.8(b)(8)

These standards will, upon adoption by the sponsor, be submitted to the Registration Agency for approval.  Such approval will be acquired before implementation of the program.


The sponsor reserves the right to discontinue at any time the apprenticeship program set forth herein.  The sponsor will notify the Registration Agency within 45 days in writing of any decision to cancel the program.


The Registration Agency may initiate deregistration of these standards for failure of the sponsor to abide by the provisions herein.  Such deregistration will be in accordance with the Registration Agency’s regulations and procedures.


The sponsor will notify each apprentice of the cancellation of the program and the effect of same.  If the apprenticeship program is cancelled at the sponsor’s request, the sponsor will notify the apprentice(s) within 15 days of the date of the Registration Agency’s acknowledgment of the sponsor’s request.  If the Registration Agency orders the deregistration of the apprenticeship program, the sponsor will notify the apprentice(s) within 15 days of the effective date of the order.  This notification will conform to the requirements of 29 CFR § 29.8.


SECTION XIX - AMENDMENTS AND MODIFICATIONS – 29 CFR § 29.5(b)(18)


These standards may be amended or modified at any time by the sponsor provided that no amendment or modification adopted will alter any apprenticeship agreement in force at the time without the consent of all parties.  Such amendment or modification will be submitted to the Registration Agency for approval and registration prior to being placed in effect.  A copy of each amendment or modification adopted will be furnished to each apprentice to whom the amendment or modification applies.

SECTION XX - ADJUSTING DIFFERENCES; COMPLAINT PROCEDURE – 29 CFR §§ 29.5(b)(22), 29.7(k), and 30.11

The sponsor will have full authority to enforce these standards.  Its decision will be final and binding on the employer, the sponsor, and the apprentice, unless otherwise noted below.


If an applicant or an apprentice believes an issue exists that adversely affects his/her participation in the apprenticeship program or violates the provisions of the apprenticeship agreement or standards, the applicant or apprentice may seek relief through one or more of the following avenues, based on the nature of the issue:


29 CFR § 29.7(k) 

For issues regarding wages, hours, working conditions, and other issues covered by the CBA, apprentices may seek resolution through the applicable grievance and arbitration procedures contained in the CBA.


The sponsor will hear and resolve all complaints of violations concerning the apprenticeship agreement or standards for which written notification is received within 15 days of the alleged violations.  The sponsor will make such rulings as it deems necessary in each individual case within 30 days of receiving the written notification.  

Either party to the apprenticeship agreement may consult with the Registration Agency for an interpretation of any provision of these standards over which differences occur.  The name and address of the appropriate authority to receive, process, and dispose of complaints is:


Ms. Adine Forman


Executive Director


Hospitality Training Academy (HTA)


130 S. Alvarado Street


2nd Floor


Los Angeles, CA 90057

29 CFR § 30.11


Any apprentice or applicant for apprenticeship who believes that he/she has been discriminated against on the basis of race, color, religion, national origin, or sex with regard to apprenticeship or that the equal opportunity standards with respect to his/her selection have not been followed in the operation of an apprenticeship program may, personally or through an authorized representative, file a complaint with the Registration Agency or, at the apprentice or applicant’s election, with the private review body established by the program sponsor (if applicable).  


The complaint shall be in writing and shall be signed by the complainant.  It must include the name, address, and telephone number of the person allegedly discriminated against, the program sponsor involved, and a brief description of the circumstances of the failure to apply the equal opportunity standards provided in 29 CFR § 30.

The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards, and in the case of complaints filed directly with the review body designated by the program sponsor to review such complaints, any referral of such complaint by the complainant to the Registration Agency must occur within the time limitation stated above or 30 days from the final decision of such review body, whichever is later.  The time may be extended by the Registration Agency for good cause shown.


Complaints of discrimination and failure to follow equal opportunity standards in the apprenticeship program may be filed and processed under 29 CFR § 30 and the procedures set forth above.


The sponsor shall provide written notice of its complaint procedure to all applicants for apprenticeship and all apprentices. 

SECTION XXI - COLLECTIVE BARGAINING AGREEMENTS – 29 CFR § 29.11

Nothing in this part or in any apprenticeship agreement will operate to invalidate: 

(a) Any apprenticeship provision in any CBA between employers and employees establishing higher apprenticeship standards; or


(b) Any special provision for veterans, minority persons, or women in the standards, apprentice qualifications or operation of the program, or in the apprenticeship agreement, which is not otherwise prohibited by law, executive order, or authorized regulation.


SECTION XXII - TRANSFER OF AN APPRENTICE AND TRAINING OBLIGATION – 29 CFR § 29.5(13) 


The transfer of an apprentice between apprenticeship programs and within an apprenticeship program must be based on agreement between the apprentice and the affected apprenticeship committees or program sponsors and must comply with the following requirements:


i. The transferring apprentice must be provided a transcript of related instruction and OJL by the committee or program sponsor;

ii. Transfer must be to the same occupation; and

iii. A new apprenticeship agreement must be executed when the transfer occurs between the program sponsors.


The apprentice must receive credit from the new sponsor for the training already satisfactorily completed.

SECTION XXIII - RESPONSIBILITIES OF THE APPRENTICE (EXAMPLES)

Apprentices, having read these standards formulated by the sponsor, agree to all the terms and conditions contained herein and agree to abide by the sponsor’s rules and policies, including any amendments, and to serve such time, perform such manual training, and study such subjects as the sponsor may deem necessary to become a skilled journeyworker. 

In signing the apprenticeship agreement, apprentices assume the following responsibilities and obligations under the apprenticeship program:

A. Maintain and make available such records of work experience and training received on the job and in related instruction as may be required by the sponsor.


B. Develop and practice safe working habits and work in such a manner as to assure his/her personal safety and that of fellow workers.


C. Work for the employer to whom the apprentice is assigned for the duration of the apprenticeship, unless the apprentice is reassigned to another employer or the apprenticeship agreement is terminated by the sponsor.

SECTION XXIV - TECHNICAL ASSISTANCE

Technical assistance, such as that from the U.S. Department of Labor’s Office of Apprenticeship, recognized state apprenticeship agencies, and vocational schools, may be requested to advise the sponsor.

The sponsor is encouraged to invite representatives from industry, education, business, private organizations, and public agencies to provide consultation and advice for the successful operation of its training program.

SECTION XXV - CONFORMANCE WITH FEDERAL LAWS AND REGULATIONS

No Section of these Standards of Apprenticeship shall be construed as permitting violation of any Federal Law or Regulation.

SECTION XXVI - DEFINITIONS

Some of these definitions may not apply to all registered apprenticeship programs – sponsors may add or delete definitions depending on their needs.


APPRENTICE:  Any individual employed by the employer meeting the qualifications described in the standards of apprenticeship who has signed an apprenticeship agreement with the local sponsor providing for training and related instruction under these standards and who registers with the Registration Agency.


APPRENTICE ELECTRONIC REGISTRATION (AER):  An electronic tool that allows for instantaneous transmission of apprentice data for more efficient registration of apprentices and provides program sponsors with a faster turnaround on their submissions and access to their apprenticeship program data.


APPRENTICESHIP AGREEMENT:  The written agreement between the apprentice and the sponsor setting forth the responsibilities and obligations of all parties to the apprenticeship agreement with respect to the apprentice’s employment and training under these standards.  Each apprenticeship agreement must be registered with the Registration Agency.


APPRENTICESHIP COMMITTEE (COMMITTEE):  Those persons designated by the sponsor to act as agents for the sponsor in the administration of the program.  A joint committee is composed of an equal number of representatives of the employer(s) and of the employees represented by a bona fide collective bargaining agent(s).  


CERTIFICATE OF COMPLETION OF APPRENTICESHIP:  The credential issued by the Registration Agency to those registered apprentices certified and documented as having successfully completed the apprentice training requirements outlined in these standards of apprenticeship.


COLLECTIVE BARGAINING AGREEMENT:  The negotiated agreement between the signatory union and signatory employer(s) that sets forth the terms and conditions of employment.


Competency-BASED OCCUPATION:  An occupation using an apprenticeship approach that requires the attainment of manual, mechanical, or technical skills and knowledge, as specified by an occupation standard and demonstrated by an appropriate written and hands-on proficiency measurement.


ELECTRONIC MEDIA:  Media that utilize electronics or electromechanical energy for the end user (audience) to access the content.  Includes, but is not limited to, electronic storage media, transmission media, the Internet, extranets, lease lines, dial-up lines, private networks, and the physical movement of removable/transportable electronic media and/or interactive distance learning.  

EMPLOYER:  Any person or organization employing an apprentice, whether or not such person or organization is a party to an apprenticeship agreement with the apprentice.  A person, business, or company signatory to this sponsor’s standards that is responsible for providing hours of work, supervision, wages, and/or benefits to apprentices in its employ as registered under these standards.


JOB CORPS CENTER:  Any of the federally funded Job Corps centers throughout the U.S. and Puerto Rico.  Job Corps serves youths and young adults 16-24 years of age.  Sponsors that wish to hire Job Corps graduates who are trained in any occupation covered under these standards and who meet the minimum qualifications for apprenticeship may do so via the direct entry provision described in Appendix D:  Qualifications and Selection Procedures.

JOURNEYWORKER:  A worker who has attained a level of skills, abilities, and competencies recognized within an industry as mastery of the skills and competencies required for the occupation.  The term may also refer to a mentor, technician, specialist, or other skilled worker who has documented sufficient skills and knowledge of an occupation, either through formal apprenticeship or through practical on-the-job experience and formal training.

O*NET-SOC CODE:  The Occupational Information Network (O*NET) codes and titles are based on the new Standard Occupational Classification (SOC) system mandated by the federal Office of Management and Budget for use in collecting statistical information on occupations.  The O*NET classification uses an 8-digit O*NET-SOC code.  Use of the SOC classification as a basis for the O*NET codes ensures that O*NET information can be readily linked to labor market information such as occupational employment and wage data at the national, state, and local levels.


ON-THE-JOB LEARNING (OJL):  Tasks learned on-the-job in which the apprentice must become proficient before a completion certificate is awarded.  The learning must be through structured, supervised work experience. 


PROVISIONAL REGISTRATION:  The 1-year initial provisional approval of newly registered programs that meet the required standards for program registration, after which program approval may be made permanent, continued as provisional, or rescinded following a review by the Registration Agency, as provided for in 29 CFR § 29.3(g) and (h).

REGISTERED APPRENTICESHIP PARTNERS INFORMATION DATA SYSTEM (RAPIDS):  A federal system that provides for the automated collection, retention, updating, retrieval, and summarization of information related to apprentices and apprenticeship programs.


REGISTRATION AGENCY and FIELD REPRESENTATIVE:  The U.S. Department of Labor’s Office of Apprenticeship or a recognized State Apprenticeship Agency that has responsibility for registering apprenticeship programs and apprentices, providing technical assistance, conducting reviews for compliance with 29 CFR §§ 29 and 30, and conducting quality assurance assessments.  The field representative shall mean the person designated by Office of Apprenticeship to service this program.


The Registration Agency and field representative identified are the U.S. Department of Labor, Office of Apprenticeship, (Insert Region #, Name of Apprenticeship & Training Representative, Mailing Address; E-mail; and telephone number).  

RELATED INSTRUCTION:  An organized and systematic form of instruction designed to provide the apprentice with knowledge of the theoretical and technical subjects related to the apprentice’s occupation.  Such instruction may be given in a classroom, through occupational or industrial courses, or by correspondence courses of equivalent value, electronic media, or other forms of self-study approved by the Registration Agency.

SPONSOR:  Any person, association, committee, or organization that operates an apprenticeship program and in whose name the program is registered.  That assumes the full responsibility for administration and operation of the apprenticeship program.

STANDARDS OF APPRENTICESHIP:  This entire document, including all appendices and attachments hereto, and any future modifications and additions approved by the Registration Agency.


SUPERVISOR OF APPRENTICE(S):  An individual designated by the program sponsor to supervise or have charge and direction of an apprentice.

TRANSFER:  A shift of apprenticeship registration from one program to another or from one employer within a program to another employer within that same program, where there is agreement between the apprentice and the affected apprenticeship committees or program sponsors.


UNION:  The signatory union and any of its affiliated local unions party to a labor agreement with the signatory employer(s).


YOUTHBUILD:  A youth and community development program that addresses core issues facing low-income communities: housing, education, employment, crime prevention, and leadership development.  In YouthBuild programs, low-income young people ages 16-24 work toward their high school diploma or General Educational Development (GED) equivalency, learn job skills and serve their communities by building affordable housing, and transform their own lives and roles in society.  Sponsors that wish to hire YouthBuild students who are trained in any occupation covered under these standards and who meet the minimum qualifications for apprenticeship may do so via the direct entry provision described in Appendix D:  Selection Procedures.

SECTION XXVII - OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The Hospitality Training Academy (HTA) hereby adopts these standards of apprenticeship on this _1___ day of March/2017.

Sponsor(s) may designate the appropriate person(s) to sign the standards on their behalf.

___________________/s/_________________________

_______________/s/______________________

Signature of Management (designee)

Signature of Labor (designee)

Adine Forman_________________________________
Adine Forman___________________

Printed Name




Printed Name


_____________________________________________

_______________________________________

Signature of Management (designee)

Signature of Labor (designee)

_____________________________________________

________________________________________

Printed Name




Printed Name
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Appendix A



WORK PROCESS SCHEDULE

CHEF DE PARTIE (Cook Hotel & Restaurant)

O*NET-SOC CODE:  35-2014.00   RAPIDS CODE:  0663CB



This schedule is attached to and a part of these Standards for the above identified occupation.





TYPE OF OCCUPATION

	Time-based		X Competency-based		Hybrid





TERM OF APPRENTICESHIP

The term of the occupation is competency-based, supplemented by the minimum required 150 hours of related instruction.





RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  3 (three) Apprentice(s) to 1 (one) Journeyworker(s).





APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate (which includes health and welfare benefits), which is: 



2-Year Term Example:

1st	6 months + hours = $12.00		2nd	6 months + hours = $14.50







WORK PROCESS SCHEDULE  (See attached Work Process Schedule)

The sponsor may modify the work processes to meet local needs prior to submitting these Standards to the appropriate Registration Agency for approval.





RELATED INSTRUCTION OUTLINE  (See attached Related Instruction Outline)
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WORK PROCESS SCHEDULE AND RELATED INSTRUCTION

CHEF DE PARTIE (Existing Title:  Cook Hotel & Restaurant)

O*NET-SOC CODE:  35-2014.00   RAPIDS CODE:  0663CB













CHEF DE PARTIE

Competency-based Apprenticeship 

O*NET – SOC Code: 35-2014.00
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INTRODUCTION



This Chef de Partie apprenticeship program was developed to provide skilled labor to Signatory Employers, as well as prepare new workers for positions in a variety of modern kitchen settings at hotels and resorts, as well as airports and cafeterias at major universities and other settings. 



Chef de Partie, or Line Cook, is a cook in charge of a particular area of production in a restaurant or kitchen.  These courses are designed to enhance knowledge and understanding with practical skill.  Assessments includes both knowledge and skills assessment exams. Concurrently, the courses are preparing the students for a variety of national certifications.

    

Certificates and Credentials

Upon successful completion of all coursework, knowledge and practical exams students will be provided an opportunity to test and certify for the following national credentials associated with the skills addressed in this program:

ServSafe Certified Food Handler Certification

American Hotel & Lodging Educational Institute (AHLEI) “Certified Kitchen Cook” 



Program Development:  The program, as well as each of the individual courses has been designed to provide the participant with an opportunity to learn, adopt, and gain proficiency in the generally accepted academic skill standards of Critical Thinking, Technology, Information Literacy, Oral and Written Communication, and Quantitative Reasoning.  Additionally, the course materials are intended to reinforce the values of Citizenship, Community, Culture and Sustainability.  Individual instructors assigned to teach the course material should be cognizant of, and incorporate the accepted academic skill standards into lesson plans. 



Course Guide: The course guides are the standard resource to develop course materials such as lesson plans, training aids, and assessment tools.  The guides provide a logical, topical outline of knowledge and skills that encompass the subject matter.  Each Course Guide is divided into three sections: 



Course Information:  The course information section provides a standard template for instructors to find basic information on the course that will help guide the creation of personalized instructional materials.



Student Learning Outcomes (SLO):  Each course was developed and designed using student learning outcomes based on Blooms’ Taxonomy of Educational Learning Objectives, which categorizes cognitive learning into one of six distinct levels.

Knowledge – Comprehension – Application – Analysis – Synthesis – Evaluation



Each level of Blooms’ Taxonomy uses verbs to describe and evaluate the students’ mastery of an objective.  Each course SLO represents a scale of mastery, formatted in a rubric that acts as a guide to assess the achievement of the stated outcome.



Topical Outline:  The topical outline is divided into logical sections that provide an increasing amount of detail on the course material.  The sections labeled “Units”, “Topics”, and “Objectives” present the required course material with an increasing order of detail on subject information.  Units provide the broadest area of study for the course; Topics are arranged in a logical sequence supporting each unit.  Each of the topics has an associated list of objectives assigned.  Each topic lists a suggested time frame for completion.  The time indicated includes the lectures, in class worksheets, and appropriate assessment. 



Instructor Lesson Plan Development Guidelines

The enclosed course-guides provide a structured framework for instructors to reference as a basis for creating lesson plans, visual aids, worksheets, and assessment tools.   



The checklist below is intended to be a guide in the development of specific course materials.





•	Review Course Guide.

•	Select Student Text/Workbook from the options provided.

•	Review the suggested prerequisite courses and or competencies.

•	Develop a course schedule that incorporates each topic; provide ample time for the introduction of the topic, student activities and assessment.

•	Develop lesson plans for each topic.  Divide lessons into time units appropriate to the course schedule. 

•	Develop training aids that are appropriate to the topics.

•	Develop assessment rubrics for each unit and topic.

•	Develop assessment materials that effectively measure student achievement based upon the rubric

•	Develop student worksheets for each topic.

•	Develop a syllabus.  







Prerequisite Skills Requirement

· High School Diploma

· GED or equivalent



Non-Discrimination Policy and Statement:  The recruitment, selection, employment, education and training offered through, shall be without discrimination because of race, color, religion, sex, sexual orientation, gender identity and expression, age, physical handicap, marital status, or arrest and court record which does not have a substantial relationship to the functions and responsibilities of the prospective or continued employment, provided that this Organization may refuse to refer for employment or training an individual for good cause relating to the ability of the individual to perform the work in question.  This Organization will take affirmative action to provide equal opportunity to all programs as required by Federal and State law.
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Food Safety & Sanitation



COURSE DESCRIPTION:

The course is designed as a study of the principles of food-borne illness, sanitation, safety, personal hygiene, rodent and insect controls, regulations, and equipment affecting safe food handling in all operations. Students will study common pathogens and learn how pathogenic organisms can contaminate foods, principles of safe and sanitary food handling, and safety principles used to select, preserve, thaw, cook, and store foods. The course will highlight the many benefits that safe food handling offers for facilities and their guests. The course is designed to meet the requirements of local, state and national certification exams.



CLOCK HOURS:	6



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into eleven learning units; each learning unit addresses a specific aspect of safety and sanitization as outlined by the National Restaurant Association, in an effort to allow for direct application in both an educational and professional working conditions.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time.  The general accepted ratio of class to study time is 1:3 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

ServSafe Food Handler Guide 6th Edition, National Restaurant Association, 2016, 

version 1602, ISBN: 978-1-58280-327-2



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Identify microorganisms which are related to food spoilage and foodborne illnesses; describe their requirements and methods for growth.

Describe symptoms common to food borne illnesses and how illness can be prevented.

Demonstrate good personal hygiene/health practices.

Describe cross contamination and use of acceptable procedures when preparing and storing potentially hazardous foods.

List the majority of reasons for and recognize signs of food spoilage and contamination.

Outline the requirements for proper receiving and storage of both raw and prepared foods.

Recognize sanitary and safety design and construction features of food production equipment and facilities (e.g. NSF, UL, OSHA, ADA, etc.)

Describe current types of cleaners and sanitizers and their proper use.

Develop cleaning and sanitizing schedule and procedures for equipment and facilities.

Identify proper waste disposal methods and recycling.

Describe appropriate measures for insects, rodents and pest control and pest control irradiation.

List common causes of typical accidents and injuries in the food service industry and outline a safety management program.

Describe appropriate types and use of fire extinguishers used in food service area.

Outline laws and rules of the regulatory agencies governing sanitation and safety in food service operation.

Wear professional chef's attire emphasizing acceptable standards of personal hygiene.



ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment are used as a basis for grading.

 

				

Method		Points Each		Total 			Total Points	

Certification Exam	80			1			80

Attendance		5			4			20			

										



Points		Letter Grade			Pass

98-100 		A+			Pass

94-97			A			Pass

91-93			A-			Pass

88-90			B+			Pass

84-87			B			Pass

81-83			B-			Pass

78-80			C+			Pass

75-77			C			Pass

72-74			C-			Pass

69-71			D+			Fail

66-68			D			Fail

65↓			F			Fail





















		Introduction 

		INTRODUCTION



		Topic

		Objective



		Introduction

		The student will:

· Understand the course objectives

· Know what materials are needed

· Understand the importance of regular attendance, timely homework preparation, class participation, and asking questions when in doubt



		Unit 1 

		PROVIDING SAFE FOOD



		Topic

		Objective



		1.1 Foodborne Illness

		The student will:

· Be able to identify what a foodborne illness is

· Understand the difference between a foodborne illness and a foodborne illness outbreak



		1.2 How Foodborne Illnesses Occur

		The student will be able to:

· Understand how foodborne illnesses occur

· Identify the risks and costs to an establishment



		1.3 Keeping Food Safe

		The student will be able to:

· Identify their role as a food service worker 

· Identify the 3 types of contaminants

· Identify how food becomes unsafe

· Define time-temperature abuse

· Define cross-contamination

· Describe poor personal hygiene

· Identify the high-risk populations

· Identify and define FAT TOM (Food, Acidity, Time, Temperature, Oxygen and Moisture.) 

· A mnemonic device used in the food service industry to describe the six favorable conditions required for the growth of foodborne pathogens.



		Unit 2 

		UNDERSTANDING THE MICROWORLD



		Topic

		Objective



		2.1 Pathogens

		The student will be able to:

· Define what a pathogen is



		2.2 Bacteria

		The student will be able to:

· Define what a bacteria is

· Identify what spores are 

· Identify the leading types of bacterial foodborne illnesses and the related time-temperature control foods to prevent the growth of microorganisms and the production of toxins.



		2.3 Biological Toxins

		The student will be able to:

· Define what biological toxins are

· Identify the leading types of biological toxins and the related foods and ingredients



		Unit 3 

		CONTAMINATION, FOOD ALLERGENS & FOODBORNE ILLNESS



		Topic

		Objective



		3.1 Physical & Chemical Contaminants

		The student will be able to:

· Identify and define a chemical and a physical contaminant  

· Identify means to prevent these types of contamination



		3.2 Allergens

		The student will be able to:

· Define a food allergen

· Define the symptoms associated with an allergic reaction

· Identify the Big Eight in allergies

· Identify how to prevent allergic reactions



		Unit 4 

		THE SAFE FOOD HANDLER



		Topic

		Objective



		4.1 Personal Hygiene & Contamination

		The student will be able to:

· Identify how food becomes contaminated by food-service workers

· Identify acceptable jewelry



		4.2 A Good Personal Hygiene Program

		The student will be able to:

· Define the proper handwashing techniques

· Define when hand sanitizer can be used

· Identify when bare-hand-contact is acceptable

· Identify when and how to use single use gloves

· Proper work attire, and personal cleanliness



		Unit 5 

		THE FLOW OF FOOD: PURCHASING AND RECEIVING



		Topic

		Objective



		5.1 General Purchasing and Receiving Principles

		The student will be able to:

· Identify the various types of thermometers & how to calibrate them

· Identify means to avoid time and temperature abuse

· Identify purchasing and receiving considerations

· Identify general inspection guidelines: temperature, packaging, documents & stamps, and food quality signs



		Unit 6

		THE FLOW OF FOOD: STORAGE



		Topic

		Objective



		6.1 General Storage Guidelines

		The student will be able to:

· Identify proper labeling

· Define First In, First Out (FIFO)

· Identify the proper conditions for dry storage

· Identify the proper order of food storage



		6.2 Storing Specific Items

		The student will be able to:

· Identify how to store the following items: meat, poultry, fish, shellfish, eggs, milk; fresh produce, Reduced Oxygen Packaging (ROP) foods, Ultra-high temperature processing (UHT) foods, canned goods and dry foods.



		Unit 7 

		THE FLOW OF FOOD: PREPARATION



		Topic

		Objective



		7.1 Holding Food

		The student will be able to:

· Identify the basic concepts of setting up a prep area

· Identify the appropriate methods to thaw foods



		7.2 Cooking Food

		The student will be able to:

· Define the minimal internal cooking temperatures of various foods

· Identify proper partial cooking during the prepping process



		7.3 Cools & Reheating Food

		The student will be able to:

· Identify the two-step cooling method

· Identify the various methods for cooling foods

· Identify the various methods for reheating foods



		Unit 8 

		THE FLOW OF FOOD: SERVICE



		Topic

		Objective



		8.1 Service

		The student will be able to:

· Identify hot and cold holding for foods

· Identify methods to keep safe a self-service area, an off-site service area, and or a catering event/mobile units 



		Unit 9

		SAFE FACILITIES & EQUIPMENT



		Topic

		Objective



		9.1 Safe Operations

		The student will be able to:

· Identify how to design a safe operation

· Identify potable vs. non-potable water



		Unit 10

		CLEANING & SANITIZING



		Topic

		Objective



		10.1 Sanitizing

		The student will be able to:

· Identify the various types of sanitizer used in a professional setting

· Identify the parts per million (PPM) for quaternary ammonium, iodine and chlorine sanitizers



		10.2 Dishwashing

		The student will be able to:

· Identify how to set up a three-compartment sink

· Identify the proper storage of various goods.



		Unit 11

		INTEGRTATED PEST MANAGEMENT



		Topic

		Objective



		11.1 Integrated Pest Control

		The student will be able to:

· Identify how to control an infestation

· Identify how to prepare a property for a pest control

· Identify signs of an infestation



		Unit 12

		SERVSAFE TEST



		

		Certification Exam 












Fundamentals of Culinary Arts



COURSE DESCRIPTION:

This course will teach students the fundamental skills necessary to successfully enter the culinary industry.  The course Culinary Concepts, will teach: a brief history of the culinary arts, as well as fundamental concepts and skills, coupled with the traditional techniques involved in basic cookery.  Special emphasis is given to: French terminology, sautéing, broiling, butchering, knife skills, braising, soups, sauces and basic kitchen mathematics.  Students must successfully pass a practical cooking examination covering the core competencies discussed in class. 



CLOCK HOURS: 144/150 hours (26 hours lecture, 118 hours lab) + (6 Hours of ServSafe)



PREREQUISITES:	Food Safety & Sanitation



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into ten learning units; each learning unit addresses a specific aspect of culinary arts as outlined in the text.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors teaching style.  Additionally, page numbers has been listed under each learning unit to outline the recipes and pertinent information that should be discussed during the lecture and lab portions of the class.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The general accepted ratio of class to study time is 1:3 for this course.

















STUDENT TEXTS, READING AND OTHER MATERIALS: 

The Culinary Institute of America.  The Professional Chef.  Wiley, 2011.

ISBN: 978-0-470-42135-2





STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Practice standards in behavior, grooming and dress that reflect the mature work attitude expected of industry professionals.

Contrast the various organizational structures and basic functions within hospitality and foodservice establishments.

Employ all rules as presented in the student handout regarding personal hygiene.

Participate and function in a group atmosphere.

Demonstrate adult and professional manner during all classes, both laboratory and lecture.

Utilize proper techniques to clean, prepare, and cook food items to achieve maximum yield, by selecting the proper amounts of each ingredient for the given recipes.

Apply all sanitary rules and codes in regard to cleaning of small utensils and heavy equipment.  

Maintain work area in a clean, sanitary, and organized condition.

Identify basic kitchen utensils and equipment associated with the culinary profession, as well as measuring devices.

Comprehension and use of culinary terminology.

How to read, use and prepare standardized recipes for menu production.

Demonstrate a knowledge of proper knife skills, including the measurements of classical cuts.

List and describe the method of preparation for all major stocks.

List and describe the method of preparation for the Classical Sauces, and the concepts of derivative sauces.

List and describe the method of preparation for clear soups, puree and cream soups, and specialty soups.

Demonstrate a knowledge of the various types of thickeners used in cooking.

Demonstrate a knowledge of the ability to fabricate basic meats, such as: poultry, beef, pork, fish, seafood and shellfish.

Prepare and apply proper cooking techniques for various cuts of meat, poultry, fish, and seafood.

Demonstrate the following cooking techniques: braising, poaching, sautéing, grilling, broiling, steaming, stir-frying, roasting, frying, and boiling.

Prepare and apply proper cooking techniques for vegetables, fruits, and starches.

Prepare and apply the basics of breakfast cookery, including knowledge of eggs, breakfast meats, and breakfast starches.

Demonstrate a knowledge of vegetarian cooking concepts.

Demonstrate a basic knowledge of baking to include: leaveners, and the function of common ingredients used in baking.

Demonstrate an ability to consistently cook foods to taste and textures intended and expected from the recipes.

Demonstrate an ability to set up a buffet line for service, implementing the core concepts as discussed in lecture and lab.

As the student progresses through the curriculum, the chef/instructor will continue to evaluate the student’s ability to execute the core competencies.  The following competencies were addressed early in the course, and mastery is considered a critical element to the student’s success in any culinary setting:

Mise en place       

Weights and Measures          

Knife Skills

Product Identification & Knowledge

Pass written and practical examinations with a 75% or higher.



All course objectives outlined will be covered; however, the exact sequence and timing may be adjusted by the chef/instructor to facilitate group size and the group’s ability as well as availability of food product.



ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment as used as a basis for grading.



				

Method				Total 	

Competencies			25%

Quizzes				10%

Midterm 				5%
Final Exam				35%

Attendance/Participation		25%											

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail





The following is a Topical outline of the course objectives and competencies, broken into sections, based on major topics of learning.  Within each section the corresponding page(s) is/are listed when applicable, referencing supporting materials as listed in The Professional Chef textbook.  At times, the pages listed are recipes, to be completed in lab classes to reinforce the concepts, techniques and competencies as outlined below.



		Unit 1 

		Introduction to the Culinary Industry (0.5 hours)



		Topic

		Objective/Competencies 



		1.1 Introduction (p. 3)

		The student will:

· Discuss the founders of the culinary industry 

· Identify the basic positions in a classical brigade (p. 9)



		Unit 2

		Kitchen Equipment (4 hours)



		Topic

		Objective/Competencies



		2.1 Basic Equipment 

(p. 43)

		The student will:

· Identify the various types of equipment found in a professional kitchen: mixers, steam kettles, broilers, types of ovens (convection & convention), steamers, slicers, warmers, proof box, hotel pans, bain maries, etc. (p. 54)



		2.2 Hand Tools

(p. 52)

		The student will be able to:

· Identify the various hand tools used in a kitchen: spatula, fish spatula, tongs, rubber spatula, bench scraper, pastry bags, etc. (p. 52)



		2.3 Knives 

(p. 44)

		The student will be able to:

· Identify the various knives used in a kitchen: chef knife, serrated knife, paring knife, fillet knife, slicer (p. 46)



		Unit 3

		Knife Skills (15 hours)



		Topic

		Objective/Competencies



		3.1 Knives 

(p. 44)

		The student will be able to:

· Identify the various types of sharpening tools, vs honing tools, and understand the basic concepts of knife sharpening (p. 48)

· Identify the principles of choosing the right knife for the designated task (p. 47)

· Identify the parts of a knife (p. 44)



		3.2 Knife Safety (p. 44)

		The student will be able to: 

· Identify knife safety when working and moving through a kitchen (p. 44)

· Identify and demonstrate the proper cutting form (i.e. guide hand & grip) (p. 619 & demonstration)



		3.3 Classical Knife Cuts 

(p. 622)

		The student will be able to:

· Identify the measurements of all classical cuts: brunoise, bâttonet, julienne, macédoine, tournée, paysanne, oblique, chiffonade, rondelle, suprême, etc. (p. 622)

· Demonstrate how to concasse a tomato 

· Properly and accurately cut all the classical cuts via various mediums 



		Unit 4 

		Kitchen Math (5 hours)



		Topic

		Objective/Competencies



		4.1 Basic Kitchen Math 

(p. 13 & handouts)

		The student will be able to:

· Perform basic fraction equations for converting recipe quantities

· Multiply and divide fractions for converting recipe quantities

· Identify the basics of measurements (i.e. ounces, grams, pounds)

· Identify the basic differences between dry and liquid measures

· Accurately measure items in both liquid and dry form

· Properly read a recipe



		4.2 Advanced Kitchen Math 

(p. 16 & handouts)

		The student will be able to:

· Perform basic recipe conversions for both savory and baking recipes

· Convert liquid measures

· Identify the differences in metric vs. imperial measurements and measuring

· Perform basic portion costing 



		Unit 5 

		Stock Cookery (11 hours)



		Topic

		Objective/Competencies



		5.1 Basic Concepts in Stocks

(p. 254)

		The student will be able to:

· Identify the general guidelines for stocks (p. 261 & p. 262)

· Identify the various types of stocks: white (p. 263), brown (p. 263), vegetable 

(p. 265), fish (p. 264) stocks and court bouillon (p. 265)

· Identify the various ingredients & ratios of ingredients involved in stock making  (p. 256): bones, water, mirepoix (p. 242), flavorings (bouquet/sachet), acids (p. 254)

· Identify and demonstrate the importance of the following and make: a bouquet garni (p. 240) and sachet (p. 240)



		5.2 Stock Cookery 

(p. 258)

		The student will be able to:

· Properly brown bones for applicable stocks (demonstration) 

· Properly make each type of stock: white (p. 263), brown (p. 263), vegetable (p. 265), and fish (p. 264) stocks



		Unit 6

		Soup Cookery (13 hours)



		Topic

		Objective/Competencies



		6.1 Basic Soup Concepts & Types

(p. 301 & p. 330)

		The student will be able to:

· Identify the general guidelines for soup cookery (p. 330)

· Identify the various types of soups: clear (p. 302 & p. 311), cream (p. 315), vegetable (p. 357), cold (p. 347), puree (p. 321), bisque (p. 325), chowder (p. 320)

· Identify the various ingredients in a soup: base, stock, flavorings, thickeners, proteins 

· Identify when to use a premade soup base (dry vs. paste)



		6.2 Thickeners 

(p. 246)

		The student will be able to:

· Identify and make the various types of roux (p. 246): white, blond, and brown

· Identify how to make a slurry (p. 247), and a liaison (p. 249)

· Identify how and when to use beurre manie (p. 1168)



		6.3 Flavorings

		The student will be able to:	

· Identify the difference between an herb and a spice (p. 129, p. 178 & p. 222)

· Identify, demonstrate the importance of the following and make: a bouquet garni, sachet (p. 240), mirepoix (p. 242), and a dry seasoning mix (p. 222, p. 225 & p. 227)

· Identify and understand the different types of liquid flavorings: liquid smoke, Worcestershire sauce, tabasco, lemon juice, wine, etc. 



		6.4 Soup Cookery

		The student will be able to:

· Make the following types of soups: consommé w. choice of garnish (p. 306 & p. 310), French onion soup (p. 335), Split Pea Soup (p. 345), Shrimp Bisque (p. 347), and New England Clam Chowder (p. 340), Cream of Tomato Soup (p. 339), Purée of Winter Vegetable Soup (handout), Minestrone (p. 357), Vichyssoise (p. 347), Chicken Waterzooi (p. 249-250, and handout)







		Unit 7

		Sauces (14.5 hours)



		Topic

		Objective/Competencies



		7.1 Classical Sauces 

(p. 267 & p. 291)

		The student will be able to:

· Identify the function of a sauce (p. 291), and define the five (5) classical sauces: Béchamel (p. 274), Espagnole (p. 268), Tomato (p. 280), Hollandaise (p. 283), and Velouté (p. 274)

· Properly make the five (5) classical sauces: Béchamel (p. 295), Espagnole (p. 294), Tomato (p. 295), Hollandaise (p. 298), and Velouté (p. 294)



		7.2 Derivative Sauces

(p. 272-p. 287)

		The student will be able to:

· Identify the concept of derivative sauces (p. 272, p. 278, p. 279 & p. 287)

· Properly prepare the following derivative sauces (p. 272): Mornay (p. 279), Allemande (p. 278), Bordelaise (p. 272), Creole (p. 246), Béarnaise (p. 297)

· Properly prepare Macaroni & Cheese, from the derivative sauce Mornay



		7.3 Other Sauces

		The student will be able to:

· Properly prepare sauces that fall into the “other” category: au jus (p. 433), pan-gravies (p. 433), and beurre blanc (p. 288 & p. 298), coulis (p. 296 & p. 299), mayonnaise (p. 903), demi-glace (p. 268) 



		7.4 Finishers

		The student will be able to:

· Identify the principles of monte au beurre (p. 1177)

· Properly prepare: Glazed Tournée Carrots (p. 685)



		Unit 8

		Butchering & Hot Cookery (60 hours)



		Topic

		Objective/Competencies



		8.1 Butchering Basics/Basics of Meat Cookery 

(p. 70)

		The student will be able to:

· Identify the primary cuts of meats (p. 72, p. 76, p. 80, p. 82, p. 87, p. 93 & p. 97)

· Identify the secondary cuts of meats (p. 72, p. 76, p. 80, p. 82, p. 87, p. 93 & p. 97)

· Identify the various types/classes of meats & poultry: poultry (capon, broiler, fryer, roasting hen, duck, goose, quail, turkey), beef (ground), pork (sausages), fish (flat and round fish) 

· Identify the fat, and the silver skin on meats (p. 376)

· Properly fabricate a whole chicken (p. 393)

· Prepare a trussed poultry item (p. 396)

· Demonstrate a Frenched dressing, on a poultry item (p. 394)

· Identify and cook the various types of “doneness” in meats (black & blue rare, rare, medium rare, medium, medium well, well) (p. 366)

· Demonstrate a proper knowledge of cooking and holding temperatures and the internal temperatures of different doneness (p. 367)

· Identify the concept of “carry over cooking,” and “resting” meats

· Identify the various types of seafood & their proper cleaning and fabrication processes: fish (p. 100, p. 103 & p. 111), cephalopods (p. 421), crustaceans (p. 416 & p. 419), and shellfish (p. 117 & p. 119)



		8.2 Broiling/Grilling (p. 658)

		The student will be able to:

· Identify and select marinades and seasonings best for broiling

· Identify and select fats best for broiling

· Discuss the smoke point of various fats (p. 30 & p. 232)

· Identify and select sauces for broiled items

· Prepare compound butters and maître d’hôtel butter (p. 300)

· Prepare marinades (p. 363), rubs (p. 362) and basting mixes

· Demonstrate a knowledge of proper carving of roasted meats (p. 435)

· Discuss buffet carving techniques and set up (p. 435)

· Discuss the concept of basting (p. 429)

· Properly prep a variety of foods to be grilled (vegetable, meat, marinated meat)

· Properly grill a chicken breast with grill markings (p. 660)

· Identify flare up, and how to prevent it during the grilling process

· Properly prepare the following recipes: Duxelles (p. 482), Grilled Vegetables with marinade of choice (p. 363), Broiled Chicken Breast (p. 658), Gratin Dauphinoise (p. 739), Grilled Steak with Bordelaise Sauce (handout)



		8.3 Stewing/Braising (p. 577 & p. 677)

		The student will be able to:

· Identify the principles of stewing (p. 577) & braising (p. 679)

· Properly prepare the following recipes: Braised Red Cabbage (p. 711), Osso Buco Milanese (p. 600), Kalbi Jim (p. 582), Braised Collard Greens (p. 710), Coq au Vin (handout), Crispy Tangerine-flavored Pork with Sweet garlic sauce (p. 524)



		8.4 Roasting/Baking (p. 661)

		The student will be able to:

· Identify the principles of roasting (p. 663)

· Properly prepare Duchesse Potatoes (p. 721), Roasted Seasonal Vegetable (p. 680), Potatoes en Casserole (p. 726), Roasted Chicken with pan gravy (p. 482)



		8.5 Sautéing 

(p. 488)

		The student will be able to:

· Discuss the principles of sautéing (high heat, low fat, constant movement) (p. 665)

· Discuss the best fats to be used in sautéing (p. 232)

· Discuss and make clarified butter (p. 251)

· Properly prepare: Chicken Provençal (p. 501), Chicken Picatta (p. 519), Ratatouille (p. 708), Sautéed Steak w. Herb Crust (p. 445), Sautéed Arugula (p. 702), Steak au Poivre (handout), Boneless Chicken Fricassee with Sauce Supreme (p. 612, p.294)



		8.6 Frying 

(p. 497)

		The student will be able to:

· Identify the principles of deep frying (p. 674) vs. pan frying (p. 671)

· Properly produce the following batters: tempura (p. 523) and beer batters

· Identify and set-up a proper breading station (p. 365)

· Properly prepare Fried Chicken (p.516), Deep Fried Onions (p. 581), Lyonnaise Potatoes (p. 739), Samosas (p. 970), Vegetable Fritters (p. 707), Pan Fried Chicken Breast (p. 493), Flounder Meuniere (p. 493 & handout)



		8.7 Poaching/Boiling 

(p. 540 & p. 544)

		The student will be able to:

· Identify the principles of poaching (p. 546), and boiling

· Properly poach the following: Chicken Breast with Tarragon Sauce (p. 563), Poached Salmon Fillet (p. 546), pan-steamed green beans (p. 684), Gnocchi Piedmontese (p. 832), Spätzle (p. 834), Whipped Potatoes (p. 734), Poached Chilled Salmon Fillet (p. 546-547)



		8.8 Steaming 

(p. 532 & p. 651)

		The student will be able to:

· Identify the principles of steaming (p. 651)

· Properly steam the following: Steamed broccoli florets (p. 681), Ho-Lam Rice 

(p. 785), Steamed Rice & Rice Pilaf (p. 760 & p. 763), Steamed Brussels Sprouts (p. 651-653)



		8.9 Plating

(p. 292)

		The student will be able to:

· Identify the principles of plating for entrees, etc.

· Identify the proper portion sizes



		8.10 Other

		The student will be able to:

· Identify and select all the materials for hot sandwiches (breads, meats, cheeses & spreads)

· Identify the proper method to cook pasta (p. 212) including the term “al dente”

(p. 815)

· Properly prepare Pasta alla Carbonara (p. 821)

· Identify the guidelines for vegetable cookery (p. 680)

· Discuss and prepare a basic vinaigrette (p. 880)

· Discuss and prepare en papillote cooking (p. 537)

· Discuss and prepare Risotto w. Peas (p. 783)











		Unit 9 

		Breakfast Cookery (8 hours)



		Topic

		Objective/Competencies



		9.1 Basic Breakfast Concepts

(p. 847)

		The student will be able to:

· Identify the various sizes and types of eggs (p. 847)

· Properly identify the proper grades of eggs & signs of freshness

· Identify the protein substitutes in breakfast cookery

· Discuss breakfast garnishes



		9.2 Egg Cookery

		The student will be able to:

· Prepare the various types of eggs: over easy (p. 854), over medium (p. 854), over hard (p. 854), Sunnyside up (p. 854), basted, scrambled (p. 856), poached eggs 

(p. 868), boiled eggs (3,5 minute and hard cooked (p. 848))

· Properly prepare Eggs Benedict (p. 871) 

· Properly prepare an omelet (p. 858)

· Properly prepare a Quiche Lorraine (p. 876), Frittata (p. 858)



		9.3 Other Breakfast Cookery

		The student will be able to:

· Prepare the various types of breakfast meats (e.g. bacon, and sausage)

· Prepare the various types of breakfast starches (e.g. home fries, p. 740), including latkes (p. 688)

· Prepare battered breakfast items: pancakes (p. 1073) and French toast (p. 878)

· Discuss and set-up a basic breakfast buffet.



		Unit 10 

		Basic Baking Concepts (8 hours)



		Topic

		Objective/Competencies



		10.1 Basic Baking Concepts 

(p. 1016)

		The student will be able to:

· Describe gluten, and the foods mostly commonly associated with it (p. 1028)

· Identify the various types of leavening agents (p. 1017)

· Identify and demonstrate how to fill and use a pastry bag (p. 1022)



		10.2 Baking

		The student will be able to:

· Produce the following items: basic focaccia (p. 1034), biscuit (p. 1070), cornbread (p. 1079) and pie crusts/Pate Brisee (p. 1070)

· Discuss the concept of a soufflé (p. 862)



		Unit 11

		Ergonomics (1.5 hours)



		Topic

		Objective/Competencies



		11.1 Basics of Ergonomics

		The student will be able to:

· Properly able to identify the basics of body mechanics

· Properly able to demonstrate lifting a 50-pound item

· Properly able to demonstrate standing posture while working to reduce body damage



		Unit 12

		Final Exam (3.5 hours)



		Topic

		Objective/Competencies



		12.1 Final Exam

		The student will be able to:

· Successfully prepare all items for the recipes selected (Students will have 3 hours for the final exam, not including 0.5 hours of prep time to gather ingredients.)

· Successfully measure and cut the basic knife cuts including: julienne, macédoine, bâtonnet, tournée, chiffonade, oblique, brunoise, and paysanne  (This is a timed test, requiring a specific weight for each cut to be demonstrated for grading)

· Successfully demonstrate a knowledge of the classical sauces

· Successfully demonstrate how to fabricate a whole chicken into six pieces

· Successfully demonstrate the preparation of Chicken Provençal (p. 501), Rice Pilaf (p. 763), Steamed broccoli florets (p. 681), Hollandaise sauce (p. 298), and Cream of Tomato Soup (p. 339)





















AHLEI Certified Kitchen Cook



COURSE TITLE: AHLEI Certified Kitchen Cook Program



COURSE DESCRIPTION:

The Certified Kitchen Cook credential recognizes the skills, knowledge and responsibilities needed to maintain the standards at a lodging property. 



The certification is supported by the START (Skills, Tasks, and Results Training) for Kitchen Cook. The online program presents concise instructions for training new or prospective employees on how to perform key tasks correctly, along with the general hospitality knowledge, and soft skills needed in the hospitality industry.  



CLOCK HOURS: Online



COURSE FORMAT:  

This course is a blended online lecture and lab format that incorporates project based experiential learning.



PREREQUISITES:

Successful completion of prior program elements i.e., Safety and Sanitation and Fundamentals of Culinary Arts



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

 

All Employee Training



After completing the All Employee Knowledge section of the Study Guide, employees should be able to:

1.	Understand property standards for personal appearance.

2.	Identify property standards and policies regarding uniforms.

3.	Understand your property’s social media policy.

4.	List employee policies that affect you.

5.	List your property’s fact sheet information.

6.	List property policies regarding parking, pets, and guest reservations.

7.	Identify airport and local transportation options.

8.	Explain the purpose of the Manager on Duty (MOD).

9.	Define guidelines for the use of property facilities.

10.	Differentiate between routine and urgent maintenance and describe the purpose of each.

11.	Discuss property lost and found procedures.

12.	Explain property recycling programs and procedures.

13.	Explain your role in your property’s security.

14.	Understand procedures to follow in case of emergency.

15.	Identify procedures and safety equipment that protects against blood borne pathogens.

16.	Describe OSHA regulations that pertain to your position at the property.

17.	Understand safe lifting guidelines.

18.	Describe best practices for assisting guests with disabilities.

19.	Recall ways to provide exceptional guest service.

20.	Understand the role online reviews play in the success of your property.

21.	Identify best practices for working with your team and other departments.

22.	Explain policies on guest communication, including telephone and elevator courtesy.

23.	Identify ways to handle and resolve guest requests and complaints.

24.	List the locations of points of interest guests might inquire about on and off your property.

25.	Explain the significance of VIPs.

26.	Identify procedures for dealing with guests under the influence of alcohol.



Kitchen Cook

After completing the Position Specific Knowledge section of the Study Guide, employees should be able to:

Describe ways kitchen cooks meet superior performance standards.

List basic kitchen safety guidelines that kitchen cooks must follow.

Discuss sanitation regulations kitchen cooks must follow, including keeping foods out of the temperature danger zone.

List and define some of the basic culinary terms commonly used in a kitchen.

Identify and explain how to use basic kitchen tools and equipment.

Differentiate between different kinds of knives and describe how to care for them properly.  

Define standard cuts used for different kinds of foods.

Understand standard recipe development.

Follow proper procedures for weighing and measuring ingredients.

Learn how to convert standard recipes by changing the number of portions and the portion size.

Describe how to control food costs through yield testing roast meats.

List your property’s standard pars.

Identify nutrition trends that may affect your day-to-day job.

Describe the correct plate presentation and garnish procedures at your property.

Discuss ways to handle special guest situations, including special requests, substitutions, and complaints.

Review the process for working a call-and-pick-up-system.

Explain the purpose of banquet event orders and discuss how to use them to work more efficiently.

List the procedures for handling leftovers at your property.





COMPETENCY-BASED WORK PROCESS 

Chef de Partie



Testing Schedule

The testing schedule for this competency-based Chef de Partie apprentice will be held the first month of each quarter, which begins in January of each year.  Apprentices can submit notification within 30 days of the testing date to request their competency testing be completed.  



For each apprentice, a maximum of three (3) attempts can be made to successfully pass the competency-based testing.



Testing Metrics

Due to the varying tasks and competencies of each culinary work environment, and due to the nature of this competency-based work process schedule, employers are encouraged to review the competency testing form in advance.  Employers may be able to exclude from testing the tasks and competencies that the apprentice will not be exposed to, as applicable to the position they are entering.



Performance Standards Instructions:

Related Instruction: The curriculum crosswalks to the individual tasks (1,2, 3...) to ensure that the instructional program addresses each competency area in the work process schedule.

Task Standard: Indicate “Yes,” or “No,” or “N/A.”  For acceptable achievement, all individual tasks (a, b, c...) should receive a “Yes,” “No,” or “N/A” response.  

Performance Level: The duty areas (A, B, C...) receive an overall numeric evaluation using the following criteria.  The mentor will initial date/level achieved.



4= (Outstanding) Needs no supervisions to complete the task; cook product and is able to demonstrate to others the required skills

3= (Good) Needs little supervision to compete skill, cook product or assigned task

2= (Adequate) Needs supervision to complete skill or cook product

1= (Unacceptable) Unable to complete skill or cook product without support or supervision







* When asked to “demonstrate the production of...” a physical task is preferred to certify competency. 

**When asked to demonstrate knowledge of...” a verbally explanation, or physically demonstrated can qualify to certify competency.

***When applicable, a verbal explanation can be substituted for the physical task of completing a competency, due to on-the-job limitations.

****All competencies are based on actual on the job tasks.  “n/a” may be used when the employer deems appropriate.  All employers should complete a test, marking the applicable competencies for each work site.  Any competencies not applicable to the employer may be marked in advance with an “n/a”.






		Chef de Partie Competency-based Testing



		Work Processes/

Competencies

		Related Instruction

		Task Standard

		Comments

		Performance Level



		Food Safety & Sanitation



		1.1 Demonstrate consistent sanitation practices, as outlined in the ServSafe standards

		ServSafe

		

		

		



		1.2 Demonstrate sanitary station set up, with:

		ServSafe

		

		

		



		- sanitation bucket/solution

		ServSafe

		

		

		



		- proper cutting board set up

		ServSafe

		

		

		



		1.3 Demonstrate proper use and calibration of an instant-read thermometer

		ServSafe

		

		

		



		1.4 Demonstrate a knowledge of 3-compartment sink set up

		ServSafe

		

		

		



		1.5 Demonstrate a knowledge of proper receiving and storage procedures, and food labeling

		ServSafe

		

		

		



		1.6 Demonstrate proper cleaning and sanitizing of surfaces

		ServSafe

		

		

		



		1.7 Demonstrate proper cleaning procedures for work station and equipment used in the station

		ServSafe

		

		

		



		1.8 Demonstrate knowledge of the location of fire suppression equipment and knowledge of its proper use

		n/a

		

		

		



		1.9 Identify the location of the MSDS book

		n/a

		

		

		



		

		

		

		

		



		Introduction to the Culinary Industry



		1. Identify the basic positions in a classical brigade

		p. 9

		

		

		



		

		



		Kitchen Equipment



		3.1 Demonstrate proper usage of basic equipment

		p. 54

		

		

		



		1. Demonstrate proper usage of hand tools

		p. 52

		

		

		



		

		



		Knife Skills



		1. Demonstrate proper grip/use of knife, steel, and whetstone

		p. 48

		

		

		



		1. Demonstrate knife safety at all times, while in the kitchen

		p. 44

		

		

		



		1. Demonstrate knowledge and usage of the proper knife for each task, as applicable

		p. 47

		

		

		



		1. Demonstrate a knowledge of the classical cuts:

		p. 622

		

		

		



		- brunoise 

		p. 622

		

		

		



		- bâtonnet 

		p. 622

		

		

		



		- macédoine 

		p. 622

		

		

		



		- tournée 

		p. 622

		

		

		



		- paysanne 

		p. 622

		

		

		



		- chiffonade 

		p. 622

		

		

		



		- oblique 

		p. 622

		

		

		



		- suprême 

		p. 622

		

		

		



		

		



		Kitchen Math



		5.1 Demonstrate knowledge of how to halve a given recipe

		p. 13

		

		

		



		5.2 Demonstrate how to measure a liquid item



		p. 13 

		

		

		



		5.3 Demonstrate how to measure an item by weight

		p. 13

		

		

		



		

		



		Stock Cookery



		6.1 Demonstrate the production of any one (1) of the four (4) basic stock types

		p. 261

		

		

		



		6.2 Demonstrate the production of flavor aid (bouquet garni or sachet)

		p. 254

		

		

		



		6.3 Demonstrate a knowledge of mirepoix

		p. 242

		

		

		



		

		



		Soup Cookery



		7.1 Demonstrate a knowledge of the various types of soup: clear/broth, cream, puree, vegetable, cold, bisque and chowder

		p. 301, 

p. 330

		

		

		



		7.2 Demonstrate the production of a soup of choice

		p. 302, p. 311, p. 315, p. 357, p. 347, p.321, p. 321, p. 320

		

		

		



		7.3 Demonstrate production of a consommé

		p. 306

		

		

		



		7.4 Demonstrate a knowledge of the three types of roux

		p. 246

		

		

		



		- white roux

		p. 246

		

		

		



		- blond roux

		p. 246

		

		

		



		- brown roux

		p. 246

		

		

		



		7.5 Demonstrate knowledge of a liaison

		p. 249

		

		

		



		7.6 Demonstrate a knowledge of the use of cornstarch and/or arrowroot

		p.248

		

		

		



		7.7 Demonstrate a knowledge of an herb and a spice, and the differences

		p. 129, 

p. 178, 

p. 222

		

		

		



		

		



		Sauces



		8.1 Demonstrate production of all Classical sauces

		p. 267, 

p. 291

		

		

		



		- Béchamel

		p. 274

		

		

		



		- Velouté

		p. 274

		

		

		



		- Hollandaise

		p. 283

		

		

		



		- Tomato

		p. 280

		

		

		



		- Espagnole

		p. 268

		

		

		



		8.2 Demonstrate concept of derivative sauces

		p. 272–

p. 287

		

		

		



		8.3 Demonstrate the production of mayonnaise

		p. 903

		

		

		



		8.4 Demonstrate a knowledge of monte au beurre

		p. 1177

		

		

		



		

		



		Butchering & Hot Cookery



		9.1 Demonstrate the fabrication of a whole chicken into 8 smaller cuts

		p. 393

		

		

		



		· 2 breasts – 1 supreme, 1 airline

		p. 393

		

		

		



		· 2 wings

		p. 393

		

		

		



		· 2 Frenched legs

		p. 393

		

		

		



		· 2 thighs w. oyster meat attached

		p. 393

		

		

		



		· 1 carcass w. little to no meat remaining

		p. 393

		

		

		



		9.2 Remove the silver skin from a piece of meat

		p. 376

		

		

		



		9.3 Demonstrate the production of a scallopine cut

		

		

		

		



		9.4 Truss a whole chicken

		p. 396

		

		

		



		9.5 Demonstrate the production of a medium rare piece of grilled meat

		p. 366

		

		

		



		9.6 Demonstrate the production of a medium piece of seared meat

		p. 366

		

		

		



		9.7 Demonstrate the production of a well-done piece of meat

		p. 366

		

		

		



		9.8 Demonstrate knowledge of how to clean the beard off shellfish

		p. 366

		

		

		



		9.9 Demonstrate knowledge how to devein shrimp

		p. 366

		

		

		



		9.10 Demonstrate a knowledge between: shellfish, cephalopods, and crustaceans

		p. 366

		

		

		



		9.11 Demonstrate how to fabricate and portion a round fish

		p. 100, 

p. 103, 

p. 111

		

		

		



		9.12 Demonstrate how to fabricate and portion a flat fish

		p. 100, 

p. 103, 

p. 111

		

		

		



		9.13 Demonstrate a knowledge of the best cuts of meat for each of the following cooking methods:

		

		

		

		



		· Broiling

		p. 658

		

		

		



		· Grilling

		p. 658

		

		

		



		· Stewing

		p. 577,

 p. 677

		

		

		



		· Braising

		p. 577,

 p. 677

		

		

		



		· Roasting

		p. 661

		

		

		



		· Sautéing

		p. 488

		

		

		



		9.14 Demonstrate production of clarified butter

		p. 251

		

		

		



		9.15 Demonstrate a knowledge of smoke point in fats

		p. 30, p. 232

		

		

		



		9.16 Demonstrate the production of a steamed item of choice

		p.532

		

		

		



		9.17 Demonstrate the production of a fish (any cut)

		p. 546

		

		

		



		9.18 Demonstrate how to cook 5 oz. of dried pasta

		p. 212, 

p. 815

		

		

		



		9.19 Demonstrate a knowledge of meat, vegetable & starch cookery:

		

		

		

		



		- Broiling

		p. 658

		

		

		



		- Grilling

		p. 658

		

		

		



		- Stewing

		p. 577,

 p. 677

		

		

		



		- Braising

		p. 577,

 p. 677

		

		

		



		- Roasting

		p. 661

		

		

		



		- Sautéing

		p. 488

		

		

		



		9.20 Demonstrate the concepts of a balanced plate





		p.292

		

		

		



		9.21 Demonstrate the production of hot sandwiches

		

		

		

		



		· Club Sandwich

		p. 935

		

		

		



		· Grilled meat and cheese sandwich

		p. 942

		

		

		



		9.22 Demonstrate proper carving of meat and poultry

		p. 435-439

		

		

		



		9.23 Demonstrate the production and pan-frying of a breaded item using the standard breading procedure

		p. 365

		

		

		



		9.24 Demonstrate the production and deep-frying of a battered item

		p. 498

		

		

		



		9.25 Demonstrate the production of a shallow-poached item and a pan sauce from the poaching liquid

		p. 540-543

		

		

		



		

		



		Breakfast Cookery



		10.1 Demonstrate proper handling of eggs

		p. 847

		

		

		



		10.2 Prepare the various types of eggs (2ea eggs):

		n/a

		

		

		



		- 2 ea. over easy

		p. 854

		

		

		



		- 2 ea. over medium

		p. 854

		

		

		



		- 2 ea. over hard

		p. 854 

		

		

		



		- 2 ea. Sunnyside up

		p. 854

		

		

		



		- 2 ea. scrambled eggs

		p. 856

		

		

		



		- 2 ea. poached eggs

		p. 868

		

		

		



		- 2 ea. Hard cooked eggs

		p. 848

		

		

		



		- 2 ea. egg omelet w. filling of choice

		p. 858

		

		

		



		- 2 ea. Eggs Benedict

		p. 871

		

		

		



		10.3 Demonstrate production of breakfast potatoes

		p. 740

		

		

		



		10.4 Demonstrate knowledge of pancake batter

		p. 1073

		

		

		



		10.5 Demonstrate production of cooked bacon and sausage

		

		

		

		



		10.6 Demonstrate the production of French Toast

		p. 878

		

		

		



		

		



		Basic Baking



		11.1 Demonstrate a knowledge of gluten

		p. 1028

		

		

		



		11.2 Demonstrate production of a yeasted product

		p. 1034

		

		

		



		11.3 Demonstrate the production of a non-yeast leavened product

		p. 1017

		

		

		



		11.4 Demonstrate a knowledge of proper filling and usage of a piping bag

		p. 1022

		

		

		



		

		



		Ergonomics



		12.1 Demonstrate knowledge to safely perform the necessary tasks in a professional kitchen

		n/a

		

		

		



		

		

		

		

		



		Other



		13.1 Demonstrate knowledge of a basic vinaigrette

		

		

		

		



		13.2 Demonstrate knowledge of pate brisée

		

		

		

		



		13.3 Demonstrate a knowledge of basic hot and cold sandwich cookery

		

		

		

		



		13.4 Demonstrate the proper preparation and production of fruit and vegetables

		

		

		

		



		13.5 Demonstrate the proper use of a slicing machine to slice deli meat and cheese

		

		

		

		



		

		



		Total Points:

		



		Final Comments:
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SUPPLEMENTAL RECIPES

Puree of Butternut Squash Soup 



Ingredients:

2 to 3lb butternut squash, peeled and seeded 

1 oz. butter 

1 medium onion (appx. 5 oz. wt.), chopped 

6 C. chicken stock 

Nutmeg, to taste 

Salt and freshly ground white pepper, to taste 



Execution:

Peel and seed squash, and cut it into 1-inch pieces. 

Melt the butter in a pot large enough to hold the squash and liquids. 

Into the melted butter add the onion and sweat on low heat until translucent. 

Add squash and stock. Bring to a simmer and cook until squash is very tender, about 15 to 20 minutes. 

Strain, reserving both the squash and cooking liquid. 

Put the cooked squash in a blender and puree, adding just enough liquid so the squash purees easily. 

Return blended squash to pot. Add in more cooking liquid as needed to bring it to your desired texture. 

Season with nutmeg, salt, and white pepper to taste. Be careful! Both nutmeg and white pepper are very strong flavors! 

Chicken Waterzooi (Yield 1 ½ qts) 



Ingredients:

Chicken breast, boneless, skinless, poached 

2 ½ qts. chicken stock 

Small sachet d'epices 

3 oz. (wt) blond roux 

3 oz. carrot julienne, blanched and shocked 

3 oz. celery julienne, blanched and shocked 

3 oz. turnips julienne , blanched and shocked 

4 oz. potato allumette (waxy-type preferred), blanched and shocked 

2 oz. leek julienne, blanched and shocked 

Liaison: 

2 ea. egg yolks 

3/4 C. cream 

½ t. salt 

¼ t. white pepper 

1 t. parsley, minced 

Execution:



Prepare a blond roux and slowly whisk in the chicken broth until it comes to a boil. Reduce to low heat and simmer the soup for at least half an hour. 

In a separate bowl, combine the egg yolk with the cream. Temper the liaison with the hot veloute. 

Add in the pre-cooked julienned vegetables and chicken. 

Genlty warm the soup to serving temperature stirring gently and constantly but, 

DO NOT LET IT COME TO A SIMMER OR THE LIAISON CAN BREAK THE SOUP!!! 

Adjust the seasonings with salt and white pepper to taste. Garnish with minced parsley. 

Bordelaise Sauce 



Ingredients:

3 Large shallots, minced 

3 C Red wine 

4-5 C Veal Demi-Glace 

1 oz Red wine (to finish) 

1 Tbs. Butter (to monter) 

TT Black pepper 

TT Salt 

Execution:



Reduce shallots, wine and pepper to marmalade stage. 

Add demi-glace and reduce to sauce consistency. 

Finish with a splash of red wine and knob of butter. 

Coq au Vin (Serves 2) 



Ingredients:

Thighs/drumsticks from 1 Chicken, 2 lb. 8 oz.-3 lb. 

1 ½ C. Red wine 

3 Garlic cloves, peeled and crushed 

AP Flour, for dredging 

Salt and pepper TT 

2 oz. Clarified butter 

4 oz. Brandy 

4 oz. Chicken stock 

2 oz. Bacon lardons 

9 ea Pearl onions, peeled 

5 Mushrooms, medium, quartered 

Beurre manié as needed 

4 Large triangular croutons 

Bouquet garni 

1 Carrot stick, 4 in. 

1 Leek, split, 4-in.(piece 

1 sprig Fresh thyme 

1 Bay leaf



Execution:

In a saucepan, mix wine with bouquet garni & garlic. 

Salt and pepper the chicken, and dredge in flour. Knock off as much excess flour as you can! 

Sauté the chicken in clarified butter until dark golden. 

Add the brandy and ignite. When the flame dies, add all the chicken to the marinade with a pinch of salt and black pepper. 

Add the chicken stock. Bring to a boil, then reduce to a simmer. 

Cover the pan with a cartouche and foil, and simmer until the chicken is tender, approximately 40 minutes. (or finish cooking in the oven) Adding small amounts of stock as needed. 

When chicken is cooked through (165F), remove it from the liquid and set it aside. 

In a separate pan, sauté the bacon until the fat begins to render. Add the onions and sauté until they begin to brown. Add a bit of olive oil if necessary. Cook the bacon and onions covered, over low heat, until the onions are tender. Add the mushroom and cook them until tender. 

After the chicken is removed from the pan, reduce the liquid and adjust the sauce's consistency with beurre manié if needed. Pass the sauce through a chinois, degrease, and adjust the seasonings. 

Add a very small drizzle of red wine and a monter of butter. 

Return the chicken to the sauce to reheat gently. 

Place the chicken on a platter and ladle on the sauce. Spoon the bacon, onions and mushrooms 

on top, leaving any fat behind.

Serve with triangular croutons. 

Steak au Poivre 



Ingredients:

Two 4 oz. steaks, 1/2 pound ea., from the tenderloin, inside round, or sirloin, completely trimmed of fat 

Crushed pepper—black, white, and/or green 

Salt TT 

1 tablespoon canola oil 

1 oz. cold butter 

2 oz. dry white wine 

2 oz. brown veal stock 

2 tsp. crème fraîche 

Up to 1 tsp. Dijon smooth mustard, to taste 



Execution:

1. Remove the steaks from the refrigerator 20 minutes in advance. Prepare a cooling rack (or small overturned bowl - over a large bowl). 

2. Pavé the steaks on both sides with crushed pepper. Press it on firmly so that it sticks well. Salt the steaks on both sides. (Be sure to put on pepper first, or the salt may stop the pepper from sticking.) 

3. Heat the oil in a sauté pan over high heat. Add 1 teaspoon butter, swirling the pan. When the butter melts, and begins to foam, lower the heat to medium, placing the steaks in the pan. Cook halfway, basting with the fat from the pan. Flip to the other side and cook until almost done, still basting. Stand the steaks on their edges, and cook them 2 more minutes to brown the sides. Remove the steaks to cool and cover loosely with foil to rest and to keep warm. 

5. Deglaze the pan with wine, scraping in all the fond, reducing until the wine is au sec. 

6. Add the veal stock to the pan and reduce by 2/3. Whisk in the crème fraîche. Reduce until sauce consistency, and monter with the butter. Pass through a chinois. Whisk in the mustard to taste. Adjust the seasoning. 

7. Slice the steak. 

8. Put some sauce on a warmed plate and fan the steak on the plate. 

Flounder à la Meunière (Serves 4) 

Ingredients:

2 each Flounder Fillets – boneless, skin-on 

Salt & Pepper -- to taste 

Clarified Butter -- as needed 

Flour -- as needed 

2 ounces Butter 

Lemon Juice -- to taste 

Parsley – chopped 



Heat a sauté pan, large enough to contain the fish fillets, with a thin layer of clarified butter. 

Season the fillets, dry with paper towels, and dredge them in flour (shake off the excess). 

Sauté the fillets in the clarified butter skin side down until golden brown. If the flame is too high, or if there is not enough clarified butter, the skin will start burning; too low and it won't crisp up. 

Turn over, lower the flame, and sauté the other side until just done. The second side should not be browned. 

Remove the fish to a plate and keep warm. 

Discard the clarified butter, leaving any fond behind, add the whole butter and heat to a light noisette. Turn off the flame. 

Immediately add the lemon juice and chopped parsley. 

Adjust seasonings. 

Coat the fish with this lemon butter sauce and serve right away.
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INTRODUCTION TO AHLEI 

American Hotel & Lodging Educational Institute (AHLEI) https://www.ahlei.org is the educational branch of the American Hotel and Lodging Association (AHLA) https://www.ahla.com established in 1910.  AHLA is the largest organization representing the hotel and lodging industry in the U.S. 



The program from AHLEI is a valuable certificate for hotel workers, because the AHLEI is the leader in hotel worker training.  We are intending to “stack” the AHLEI certificate with the Apprenticeship Program, and the ServSafe certification.  The entire AHLEI component is an online module that can be studied over the course of the apprenticeship, with the final test done at the end of the apprenticeship program.  The AHLEI program can be completed in as little as 4 hours for astute students, or however long a student needs to complete it within the time constraints of the Chef de Partie program.  This allows students to study the AHLEI subject matter at their own pace and helps accommodate students who don't learn as quickly. 



The modules are geared towards workers who have never cooked and never worked in a hotel. They are very simplified.  There is a very useful component that discusses hotel properties, and what it is like to work in a hotel. 



The cost is $75 per person to be born by HTA, and comes with a participant guide. The only components the participant needs are internet access and a computer. 









Appendix A



WORK PROCESS SCHEDULE

Room Attendant/Housekeeper (Existing Title:  Housekeeper, Com, Res, Ind)

O*NET-SOC CODE:  37-2012.00   RAPIDS CODE:  0943CB



This schedule is attached to and a part of these Standards for the above identified occupation.





TYPE OF OCCUPATION

	Time-based		X Competency-based		Hybrid





TERM OF APPRENTICESHIP

The term of the occupation is competency-based, supplemented by the minimum required 153 hours of related instruction.





RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  3 (three) Apprentice(s) to 1 (one) Journeyworker(s).





APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate. Each individual CBA provides for a wage bump after hire. Wages include health and welfare benefits.



2-Year Term Example:

1st	6 months + hours = $12.00		2nd	6 months + hours = $14.50





WORK PROCESS SCHEDULE  (See attached Work Process Schedule)

The sponsor may modify the work processes to meet local needs prior to submitting these Standards to the appropriate Registration Agency for approval.





RELATED INSTRUCTION OUTLINE  (See attached Related Instruction Outline)

[image: ][image: ]
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WORK PROCESS SCHEDULE

Room Attendant/Housekeeper (Existing Title:  Housekeeper, Com, Res, Ind)
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Room Attendant

Competency-based Apprenticeship 

O*NET – SOC Code: 37-2012.00   







































INTRODUCTION



The Room Attendant apprenticeship program was developed to provide skilled labor to Signatory Employers, as well as prepare new workers for positions in a variety of hotels and resorts.



The program is a series of customized courses that address a wide range of knowledge, skills, and practical learning.  The program emphasizes the achievement of a competency in each area, as well as providing an opportunity to gain proficiency in each area.



The courses are designed to enhance knowledge and understanding with practical skill.  Assessment includes both knowledge and skills assessment exams.  Concurrently, the courses are preparing the student for a variety of national certifications.

    

Certificates and Credentials

Upon successful completion of all coursework, knowledge and practical exams students will be provided an opportunity to test and certify for the following national credentials associated with the skills addressed in this program.



American Hotel & Lodging Educational Institute (AHLEI) “Certified Guestroom Attendant”

American Hotel & Lodging Education Institute (AHLEI) “Certified Guest Service Professional (CGSP®)”



The Room Attendant Program contextualizes prerequisite knowledge into program learning.  



Program Development:  The program, as well as each of the individual courses has been designed to provide the participant with an opportunity to learn, adopt, and gain proficiency in the generally accepted academic skill standards of Critical Thinking, Technology, Information Literacy, Oral and Written Communication, and Quantitative Reasoning.  Additionally, the course materials are intended to reinforce the values of Citizenship, Community, Culture and Sustainability.  Individual instructors assigned to teach the course material should be cognizant of, and incorporate the accepted academic skill standards into lesson plans. 



Course Guide: The course guides are the standard resource to develop course materials such as lesson plans, training aids, and assessment tools.  The guides provide a logical, topical outline of knowledge and skills that encompass the subject matter.  Each Course Guide is divided into three sections: 



Course Information:  The course information section provides a standard template for instructors to find basic information on the course that will help guide the creation of personalized instructional materials.



Student Learning Outcomes(SLO):  Each course was developed and designed using student learning outcomes based on Bloom’s Taxonomy of Educational Learning Objectives, which categorizes cognitive learning into one of six distinct levels

Knowledge – Comprehension – Application – Analysis – Synthesis – Evaluation

Each level of Bloom’s Taxonomy uses verbs to describe and evaluate the students’ mastery of an objective.  Each course SLO represents a scale of mastery, formatted in a rubric that acts as a guide to assess the achievement of the stated outcome.



Topical Outline:  The topical outline is divided into logical sections that provide an increasing amount of detail on the course material.  The sections labeled “Units”, “Topics”, and “Objectives” present the required course material with an increasing order of detail on subject information.  Units provide the broadest area of study for the course; topics are arranged in a logical sequence supporting each unit.  Each of the topics has an associated list of objectives assigned.  Each topic lists a suggested time frame for completion.  The time indicated includes the lectures, in class worksheets, and appropriate assessment. 



Instructor Lesson Plan Development Guidelines

The enclosed course-guides provide a structured framework for instructors to reference as a basis for creating lesson plans, visual aids, worksheets, and assessment tools.   



















The checklist below is intended to be a guide in the development of specific course materials:
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•	Review Course Guide.

•	Select Student Text/Workbook from the options provided.

•	Review the suggested prerequisite courses and or competencies.

•	Develop a course schedule that incorporates each topic; provide ample time for the introduction of the topic, student activities and assessment.

•	Develop lesson plans for each topic.

•	Divide lessons into time units appropriate to the course schedule. 

•	Develop training aids that are appropriate to the topics.

•	Develop assessment rubrics for each unit and topic.

•	Develop assessment materials that effectively measure student achievement based upon the rubric.

•	Develop student worksheets for each topic.

•	Develop a syllabus. 



•	Submit for approval.

A - 2





Prerequisite Skills Requirement

High School Diploma, GED or equivalent.



Non-Discrimination Policy and Statement: The recruitment, selection, employment, education and training offered through , shall be without discrimination because of race, color, religion, sex, sexual orientation, gender identity and expression, age, physical handicap, marital status, or arrest and court record which does not have a substantial relationship to the functions and responsibilities of the prospective or continued employment, provided that this Organization may refuse to refer for employment or training an individual for good cause relating to the ability of the individual to perform the work in question.  This Organization will take affirmative action to provide equal opportunity to all programs as required by Federal and State law.



		Room Attendant



		COURSE NAME

		 HOURS

		TABLE OF CONTENTS



		Introduction to Rooms Services & Hospitality

		6

		Page 1



		Hotel Operations

		4

		Page 4



		Being a Successful Employee

		9

		Page 7



		Exceptional Customer Service

		15

		Page 11



		Hotel Rooms Division

		6

		Page 14



		Cultural Awareness & Diversity

		4

		Page 17



		Technology & Social Media

		3

		Page 20



		Awareness of Safety & Security

		15

		Page 23



		Ergonomics

		3

		Page 26



		Room Services

		80

		Page 28



		Job Interview Skills

		4

		Page 36



		Review & Preparation for the Certified Guestroom Attendant Examination (AHLEI)

		4

		Page 39



		TOTAL HOURS

		153.00

		







Introduction to Rooms Service & Hospitality

COURSE DESCRIPTION:

This course is designed to give students a clear understanding of the hospitality industry including different categories of hotels, types of guests, the concept of service as it applies to the roles of guests as well as employees, and finally an introduction to the duties of room attendants.



CLOCK HOURS:  6 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into three learning units; the first provides an overview of the hospitality industry and guestroom services, the second describes the duties of room attendants, and the third covers the roles of the guest and the host.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.





STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide imbedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3





STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Gain a general understanding of the hospitality industry in terms of:

Hotel Categories

Types of Guests

Hotel Ownership

Understand the concept and importance of “guest service”

Why service is important

Understand the role and importance of hotel customers

Understand customer expectations and perceptions

Why exceeding expectations is key

Understand the role and duties of the host

To provide a memorable and special experience for the customers

To provide a safe and clean environment

Understand the role and duties of the room attendant

To provide a clean and comfortable space for the guests

To provide great customer service beyond housekeeping duties



ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

										

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail























		Unit 1 

		The Nature of Guestroom Services & Hospitality – 2 hours



		Topic

		Objective/Competencies 



		1. Introduction to Hospitality

 



		The student will be able to:

· Gain an overview of the hospitality industry, specifically lodging & hotels

· Explain the different hotel categories including Downtown/Center-City, Resort, Suburban, Highway, Airport

· Explain a “guest mix” and different types of guests including Business Travelers versus Leisure Travelers

· Describe positive experience as a product

· Explain the importance of customer service, employee attitudes and cleanliness & appearance of the facilities



		Unit 2

		The Role and Duties of the Room Attendant – 2 hours



		Topic

		Objective/Competencies



		2.1 Room Attendants



		The student will be able to:

· Describe the duties of a room attendant including

· An overview of room cleaning such as preparation, beds, bathroom, floors, tables & chairs, amenities, windows & curtains

· Using inspection sheets

· Turndown service

· Pre-shift and End-of-shift duties including restocking, putting away supplies, signing keys back in

· Customer service including guest assistance, offering local tips and advice, making the guest feel comfortable



		Unit 3

		The Importance and Roles of the Customer & Host – 2 hours



		Topic

		Objective/Competencies



		3.1 Hotel Guests & Roles of the Customer



		The student will be able to:

· Define “guest service” and explain the benefits of guest service

· Explain the difference between “guest service” and “exceeding guest expectations”

· Describe common customer expectations and explain the guests’ point of view

· Define “moments of truth” and how they affect a guest’s experience



		3.2 Roles of the Host



		The student will be able to:

· Explain the role of the host employees and how they help to shape the customers’ experience through:

· Providing excellent customer service

· Providing a clean, warm, safe, comfortable and welcoming environment

· Exceeding customer expectations to provide a memorable experience

· Learn how to prevent their personal lives from affecting their quality of service














Hotel Operations



COURSE DESCRIPTION:

This course provides students with necessary terminology and common acronyms used in the hospitality industry to help them more effectively communicate with colleagues and supervisors.  Students will also understand common standard hotel policies such as elevator courtesy, use of facilities and public areas, and so on.



CLOCK HOURS:  4 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into two learning units; the first unit covers hospitality and hotel terminology, and the second covers standard hotel policies.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide imbedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Understand necessary terminology used in hotels and the hospitality industry:

Hotel-wide terminology

Common acronyms

Terminology in departments commonly associated with housekeeping

Understand common hotel policies including

Manager on Duty

Use of Facilities

Elevator Courtesy

Lost and Found







ASSESSMENT GRADING CRITERIA:

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail



























		Unit 1

		Hotel Terminology – 2 hours



		Topic

		Objective/Competencies



		1.1 Terminology



		The student will be able to:

· Define various necessary terms used in hospitality and hotels such as, but not limited to:

· Front of the house, back of the house & heart of the house

· Manager on Duty

· Loyalty Composite

· Managed Hotel

· Occupancy

· Peak Season

· Pre-con

· Rack rate

· RevMax Meeting

· Room Block

· Service Composite

· Six Sigma

· Spell out and define common acronyms including, but not limited to:

· ADR: Average Daily Rate

· EC: Executive Committee

· FF&E: Furniture, Fixtures & Equipment

· GEI: Guest Experience Index

· GRR: Gross Rooms Revenue

· MOD: Manager On Duty

· OS&E: Operating Supplies & Equipment

· PMP: Performance Management Process

· RevPAR: Revenue Per Available Room

· ROI: Return on Investment



		Unit 2

		Hotel Policies – 2 hours



		Topic

		Objective/Competencies



		2.1 Hotel Policies



		The student will be able to:

· Define and explain the importance of:

· Manager on Duty

· Use of Facilities

· Elevator Courtesy

· Lost and Found












Being a Successful Employee



COURSE DESCRIPTION:

This course is designed to prepare students for success on the job by covering fundamental expectations of employers and the skills necessary to satisfy and exceed those expectations.  Topics covered include personal appearance, professional conduct, organization & time management, sexual harassment definitions and policies, as well as other knowledge and skills to give new employees a better chance at success.



CLOCK HOURS:	9



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into six learning units; each learning unit addresses a specific skill in an effort to allow for direct application in both educational and professional working conditions including respectively: Attitude, Professionalism, Time Management, Employee Policies, Tip Sharing and Sexual Harassment.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructor’s teaching style.  As a general rule, students are expected to commit additional study/practice time outside the class time.  The generally accepted ratio of class to self-study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide imbedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Understand common expectations of employers

Understand importance of being willing to learn

Understand the importance of self-esteem and taking pride in one’s work

Develop personal grooming habits in line with employers’ expectations

Understand the importance of personal appearance and how to show professionalism

Develop healthy personal habits regarding sleep, exercise, food & lifestyle

Create polite and professional voicemail messages

Learn how to accept guidance and criticism without becoming emotional

Understand the importance of punctuality and how to consistently be on time

Develop an interest in continual learning and improvement

Gain skills in organization and time management including:

Using task lists

Prioritizing

Setting deadlines

Taking breaks appropriately

Understand the definition of and know how to deal with sexual harassment



ASSESSMENT GRADING CRITERIA



Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.

 

				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

												



Points		Letter Grade			Pass

98-100 		A+			Pass

94-97			A			Pass

91-93			A-			Pass

88-90			B+			Pass

84-87			B			Pass

81-83			B-			Pass

78-80			C+			Pass

75-77			C			Pass

72-74			C-			Pass

69-71			D+			Fail

66-68			D			Fail

65↓			F			Fail









		Unit 1 

		Best Attitude For Success – 2 hours



		Topic

		Objective



		1.1  

Employer Expectations

		The student will:

· Understand what employers are expecting from their employees including:

· Reliability, positive attitude, teamwork, interpersonal skills, professionalism, self-direction & initiative, flexibility & adaptability



		1.2  

Self Esteem & Personal Pride

		The student will:

· Define self-esteem and explain how it correlates with success at work and in life

· Offer examples of pride taken in one’s work and explain why personal pride in the workplace is important.



		Unit 2 

		Professionalism and Presentation – 1.5 hours



		Topic

		Objective



		2.1 

Professional Appearance

		The student will be able to:

· Develop a professional appearance through

· Wearing clean, appropriate, professional clothing

· Learning professional grooming standards and how to achieve them

· Assess their current life situation and identify areas to improve in terms of general health, sleep, exercise & lifestyle



		2.2 

Professional Conduct





		The student will be able to:

· Understand the difference between a proper and improper voicemail box message

· Create a voicemail box message that communicates professionalism

· Explain the importance of punctuality

· Know what to do when tardiness is unavoidable



		2.3

Continual Learning

		The student will be able to:

· Understand the importance of continual learning with regards to

· Gaining new skills to improve one’s career and personal life

· Improving one’s general quality of life



		Unit 3 

		Organization & Time Management – 1.5 hours



		Topic

		Objective



		3.1 

Organization

		The student will be able to:

· Define physical organization and mental organization

· Implement organizational skills at home and in the workplace, such as

· Erasing clutter

· Designating time to clean and organize

· Developing a habit of disposing of items that are no longer of use

· Developing a habit of putting supplies in regular, proper places

· Explain the importance of to-do lists

· Break larger projects down into manageable tasks

· Explain different working styles: multitasking vs focusing on single tasks








		3.2 

Time Management



		The student will be able to:

· Create to-do lists and prioritize them in terms of urgency and importance

· Effectively decide which tasks to work on and complete first using the ABC + Pareto Analyses Combo technique: 

· A: Categorize tasks as urgent and important

· B: Categorize tasks that are important but not urgent

· C: Categorize tasks that are neither urgent nor important

· Starting with Category A, highlight and complete the tasks that will take the least amount of time first.

· Define the Pomodoro Technique (25-minute work intervals, 5-minute break)



		Unit 4

		Employee Policies – 1 hour



		Topic

		Objective



		4.1  Employee Policies

 



		The student will be able to:

· Define various employee policies within the hotel and explain their importance with regards to safety, appearance & presentation, languages spoken, guest & employee interactions, and more



		Unit 5

		Tip Sharing – 1 hour



		Topic

		Objective



		5.1  Tip Sharing



		The student will be able to:

· Explain how tip sharing helps themselves and other employees to work more efficiently and to make their jobs easier and more rewarding



		Unit 6

		Sexual Harassment – 2 hours



		Topic

		Objective



		6.1  Sexual Harassment

 



		The student will be able to:

· Define sexual harassment 

· Give examples of different types of sexual harassment

· Deal effectively with various forms of sexual harassment

· Assist others who are dealing with harassment












Exceptional Customer Service



COURSE DESCRIPTION:

This fifteen-hour course covers customer service concepts including a more in-depth description of service as well as covering the concepts of reputation management, building rapport, presentation, effective communication, dealing with difficult people, and exceeding guest expectations.  Students who complete this course will gain a better sense of how to provide exceptional customer service to help create memorable experiences for their guests.



CLOCK HOURS:  15 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into four learning units; each unit covers a different aspect of successful customer service including an Introduction to Customer Service, Communication, Dealing with Difficult People and Exceeding Expectations.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Gain a solid foundation of guest service

Understand the importance of presentation and company policy

Understand different types of communication and appropriate etiquette for guest interactions

Develop a series of professional skills that can be applied in various situations beyond the hospitality industry

Apply appropriate skills to deal with various circumstances in hospitality

Understand necessary personal qualities such politeness, integrity, adaptability and friendliness and how they apply to customer service

Learn how to build rapport with customers

Learn how to deal with difficult customers including conflict resolution

Understand reputation management and how to achieve a good reputation

Develop strategies to interact with guests appropriately



ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.

				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail























		Unit 1 

		Introduction to Customer Service – 4 hours



		Topic

		Objective/Competencies 



		1. Introduction





		The student will be able to:

· Define the concept of customer service

· Explain the difference between common customer service and exceptional service

· Define reputation management and how it applies to the job

· Develop skills in building rapport

· Understand how personal presentation affects service



		Unit 2

		High Quality Communication – 4 hours



		Topic

		Objective/Competencies



		2.1 Effective Communication

		The student will be able to:

· Define different types of communication including verbal, non-verbal and body language

· Explain why appearance and professionalism are important and the impressions they give guests

· Explain different social styles and how to behave appropriately and better communicate with people of all styles



		Unit 3

		Dealing with Difficult People – 4 hours



		Topic

		Objective/Competencies








		3.1 Conflict Resolution

		The student will be able to:

· Effectively handle complaints

· Understand the best course of action to take with difficult or upset guests

· Develop problem solving skills

· Develop critical thinking skills

· Resolve conflicts that result in win-win scenarios for the guest and the hotel



		Unit 4

		Going Above & Beyond – 3 hours



		Topic

		Objective/Competencies



		4.1 Going Above & Beyond

		The student will be able to:

· Describe what is meant by ‘going above and beyond’ in terms of customer service

· Give examples of situations where employees have exceeded customer expectations

· Come up with ways in which to provide beyond-standard service in various situations












Hotel Rooms Division



COURSE DESCRIPTION:

This course provides an overview of hotel departments and how they work together, as well as providing information on the responsibilities and duties of the rooms division.  Topics include the importance of the rooms division, the guest cycle duties including cleaning and providing a comfortable environment, customer service, and working with other departments such as engineering/maintenance, front desk and others.  



CLOCK HOURS:  6 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into four learning units; the first unit describes the various departments of the hotel, the second describes duties and responsibilities of the room division; the third unit covers the guest cycle and the fourth explains the importance of teamwork.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3





STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Gain an overview of the various departments of a hotel and how they work together

Understand how the different sections the rooms division works together including:

Executive and Assistant Housekeepers

Rooms division managers and supervisors

Room attendants

General cleaners / Public area attendants

Linen & uniform attendants

Understand how the rooms division works with other departments to create guests’ experience

Understand the guest cycle and how it applies to the rooms division





ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail























		Unit 1 

		Hotel Departments – 2 hours



		Topic

		Objective/Competencies 



		1. Various Departments

 



		The student will be able to:

· Explain the different divisions in a hotel and how they work together including

· Rooms division

· Food and beverage division

· Marketing division

· Engineering division

· Accounting division

· Human resources division

· Security division 



		Unit 2

		Rooms Division Duties & Responsibilities – 2 hours



		Topic

		Objective/Competencies 








		2.1 Rooms Division Positions



		The student will be able to:

· Explain the duties and responsibilities of different types of employees in the rooms division including:

· Executive and Assistant Housekeepers

· Rooms division managers and supervisors

· Room attendants

· General cleaners / Public area attendants

· Linen & uniform attendants

· Explain the duties of each position and how they work together:

· Responsibilities of management & supervisors

· Room attending including trash removal, bed-making, cleaning & amenities

· General cleaning & public areas

· Removal and processing of linens and uniforms



		Unit 3

		Guest Cycle – 1 hour



		Topic

		Objective/Competencies 



		3.1  Guest Cycle



		The student will be able to:

· Explain the guest cycle in terms of:

· Pre-arrival

· Arrival

· Occupancy

· Departure



		Unit 4

		Teamwork – 1 hour



		Topic

		Objective/Competencies 



		4.1  Teamwork



		The student will be able to:

· Explain the importance of teamwork

· Give examples of both good and bad teamwork

· Explain the need for teamwork in terms of housekeeping












Cultural Awareness & Diversity



COURSE DESCRIPTION:

This course provides an opportunity for students to evaluate their own sense of cultural intelligence and provide them with information to better work with and serve people from other cultural backgrounds.  Participants will learn about ways to compare and contrast cultures while gaining a deeper understanding and acceptance of various aspects other cultures.



CLOCK HOURS:  4 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into two learning units; the first is an introduction to cultural awareness in general and the second shows how it applies to the workplace.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.





STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3





STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Understand how cultural backgrounds influence behavior and sense of self

Learn examples of cultural differences around the world

Learn effective methods of communication with people from other cultures

Gain a deeper understanding of their own culture including the cultural basis for their beliefs, values, worldview, and communication styles

Recognize stereotypes, prejudice and discrimination

Learn how to effectively deal with prejudice

Learn how to manage conflict arising from cultural differences





ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail



























		Unit 1 

		Introduction to Cultural Awareness – 2 hours



		Topic

		Objective/Competencies 



		1.1  Introduction

 





		The student will be able to:

· Define culture & diversity

· Analyze cultures based on 5 cultural scales 

· Better understand and explain their own cultural backgrounds in terms of:

· Values

· Beliefs

· Worldview

· Opinions about work, family & relationships

· Communication Styles

· Roles in society

· Summarize the differences in culture that may exist in the workplace

· Explain how diversity can impact a working environment both positively and negatively



		Unit 2

		Cultural Differences at the Workplace – 2 hours



		Topic

		Objective/Competencies 



		2.1

 



		The student will be able to:

· Recognize stereotypes, prejudices & discrimination at the workplace

· Adjust their communication style to better facilitate communication with people of other cultures, ethnicities, genders races and social classes

· Adjust their body language to not offend people from other backgrounds

· Minimize conflict due to misunderstandings

· Resolve conflict that arises from cultural differences












Technology and Social Media



COURSE DESCRIPTION:

This course will give participants an introduction to computers as well as the understanding and rules needed to avoid damaging their organization’s or personal reputation due to the misuse of social media.  Students will get an overview of social media and how it affects the public’s perception and the success of their company.



CLOCK HOURS:  3 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into three learning units; each unit covers a different aspect of computers and social media.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide 



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Gain an overview of social media and the role it plays in personal and professional lives

Understand how social media can positively or negatively affect a business or an individual

Learn rules to successfully manage their social media accounts in order to prevent reputation damage either to themselves or to their organizations

Learn what employers are concerned about in terms of social media postings for potential employees as well as incumbent employees.



ASSESSMENT GRADING CRITERIA:

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail







		Unit 1 

		Basics of Computers & Tablets – 1 hour



		Topic

		Objective/Competencies 



		1.1 Basics

 



		The student will be able to:

· Define what computers and tablets are

· Explain the use of computers & tablets at home and at work

· Explain the use of computers & tablets with regards to housekeeping



		Unit 2

		What is Social Media – 1 hour



		Topic

		Objective/Competencies 



		1.1  Social Media

 



		The student will be able to:

· Define social media and give examples of various types of social media

· Explain how social media can affect a person’s or a business’ reputation both positively and negatively

· Explain how employees are ambassadors for their companies and the importance of using social media responsibly



		Unit 3

		Rules for Safe and Productive Use – 1 hour



		Topic

		Objective/Competencies 



		3.1  Safe Use of Social Media

 



		The student will be able to:

· Explain rules for using social media that protect both the individual and the organization

· Give examples of positive and negative social media posts and explain the effect of those posts on individuals and organizations

· Explain how social media posts could result in termination of a job

· Explain how social media can affect a job application and what types of posts employers may be comfortable or uncomfortable with














Awareness of Safety & Security



COURSE DESCRIPTION:

This course will help students learn how to avoid work related injuries from situations that involve bloodborne pathogens, mixing chemical cleaners and more as well as using proper safety equipment, administering first aid and dealing with emergencies.  In addition, students will learn about the Americans with Disabilities Act, service animals and suspicious activity including suspicious people, terrorism and human trafficking.



CLOCK HOURS:  15 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into three learning units; the first covers hotel safety including emergencies, the second covers health hazards and safety, and the third covers hotel security.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Understand how to deal with bloodborne pathogens and other body fluids

Understand and learn to avoid cross contamination

Learn safe practices when dealing with sharp objects

Learn safe practices with regards to chemical cleaners

Understand OSHA regulations

Understand environmental issues including sustainability and green initiatives

Know how to administer first aid

Learn standard fire safety and evacuation procedures

Learn to recognize and respond appropriately to suspicious activities and people including human trafficking within the hotel

Know when to call for help

Understand key card control





ASSESSMENT GRADING CRITERIA

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail






		Unit 1 

		Hotel Safety – 5 hours



		Topic

		Objective/Competencies 



		1.1  Hotel Safety

 



		The student will be able to:

· Explain safe work practices including

· General safety procedures within the hotel

· How to handle various emergencies

· Environmental safety including sustainability and green initiatives

· Recognizing and dealing with unusual room situations



		Unit 2

		Health Safety – 5 hours



		Topic

		Objective/Competencies 



		1.  Health Safety

		· Define various health safety hazards and explain how to safely handle:

· First aid

· Bloodborne pathogens

· Other body fluids

· Cross Contamination

· Syringes & needles

· Broken glass and sharp objects

· Disinfectants and chemicals 

· Rules on mixing chemicals

· Proper disposal of chemicals and other hazardous materials

· Fire safety and evacuation

· When to call for help

· Explain how to use safety equipment

· Explain OSHA and how it applies to housekeeping

· Define the Americans with Disabilities Act

· Understand the use of service animals








		Unit 3

		Hotel Security – 5 hours



		Topic

		Objective/Competencies 



		3.1 Hotel Security

		The student will be able to:

· Define and recognize suspicious activities 

· Explain how to handle and report suspicious activity

· Explain proper use of key cards and how to control their accessibility 

· Recognize human trafficking within the hotel

· Respond appropriately when witnessing human trafficking









Ergonomics



COURSE DESCRIPTION:

This course will help students learn how to avoid work related injuries from situations that involve heavy lifting, reaching and over-extending, and other physical motions that could cause damage instantly or over long periods of time.  Upon completion of this course, students will be more aware of how to avoid injuries that could inhibit their work.



CLOCK HOURS:  3 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course covers ergonomics in one unit.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Understand the possible injuries involved in room attendant work including:

Damage to muscles and tendons

Cumulative trauma injuries in back, shoulders, neck and wrists

Overexertion

Develop safe ergonomic practices including proper ways to deal with heavy lifting, reaching, twisting, awkward or prolonged postures and repetitive activities

Develop safe ergonomic practices as they relate to specific work tasks such as bed making, scrubbing, vacuuming, dusting and carrying heavy objects such as wet towels, and pushing or pulling the cart



ASSESSMENT GRADING CRITERIA:

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail





















		Unit 1 

		Ergonomics – 3 hours



		Topic

		Objective/Competencies 



		1.1  Ergonomics

 

		The student will be able to:

· Define ergonomics and the importance on the job

· Physical problems that can arise from a lack of ergonomics including cumulative trauma, overexertion, back, neck and wrist problems

· Explain the importance of stretching and warming up

· Demonstrate proper ergonomics in the following situations:

· Lifting heavy objects

· Reaching, bending & twisting

· Bed making

· Vacuuming

· Wiping vertical and horizontal surfaces

· Pushing and pulling the cart










Room Services



COURSE DESCRIPTION:

This section of the course provides students with the actual hands-on training and competencies needed to successfully and safely perform the duties of room attendants within required time of fourteen rooms per day.  This course will cover all facets of room cleaning including, but not limited to ergonomics, chemical cleaners, biohazards, bedmaking, bathroom, floors, amenities and more.  



CLOCK HOURS:  80 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into three main sections which include preparation, cleaning, and putting it all together with a total of thirteen learning units; each unit covers a different aspect of guestroom cleaning.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.





STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from:

The American Hotel and Lodging Educational Institute’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3 and 

The American Hotel and Lodging Educational Institute’s Certified Guestroom Attendant quickSTART Study Guide



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Learn about different types of linens and amenities

Understand green initiatives and eco-friendly chemical cleaners

Know which tools are needed for room attendants

Learn how to prepare the linen cart before service

Know how to enter a room following hotel policy

Learn to assess a room for types of cleaning needed and for damage

Learn how to respond to damage, missing items or illegal items

Learn how to strip the room

Understand which protective personal equipment (PPE) is necessary for each task

Know how to clean the bathroom and replace amenities

Know when to notify the engineering department

Know how to make beds

Know how to clean various floors including carpet, tile, marble, quarry and stone

Know how to vacuum the floor including reaching difficult places with the wand

Be able to evaluate the room during the final walkthrough



ASSESSMENT GRADING CRITERIA:

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.

				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail













		Section 1

		Pre-Room Services & Preparation



		Unit 1

		Room Attendant Tools & Supplies – 6 hours



		Topic

		Objective/Competencies 



		1.1  Tools and Supplies

 



		The student will be able to:

· Explain which supplies are needed for each task including:

· Linens such as bath towels, hand towels, washcloths, bathmats, fitted & flat sheets, pillow cases, duvets

· Amenities including lotion, shampoo, conditioner, soap, brushes & combs, shower cap, powder, shaving cream & razors, toothbrush & toothpaste, dental floss, tissues, refreshments & coffee/tea, toilet tissue, facial tissue, stationary and pens, room service menus

· Cleaning Supplies including window cleaner, all-purpose disinfectant, room deodorizer, furniture polish, toilet bowl cleaner and disinfectant (non-corrosive), mold/mildew remover, chrome polish, gloves

· Tools and supplies including gloves, vacuum, broom, dust pan, wet mop, sponge mop, bucket, dusting brush, scrub brush, grout brush, scrubbing pads, feather duster, hand held duster, sticky roller, toilet brush, plunger, clean rags, trash liners, light bulbs, wedge (for beds), wooden spatula (for beds)

· Which types of chemical cleaners qualify as “green” or “eco-friendly”

· Tablets & devices








		Unit 2

		Room Assignment Sheets & Status Codes – 4 hours



		2.1 Assignment Sheets & Tablet Devices

		The student will be able to:

· Read and understand room assignment sheets

· Understand the use of handheld devices such as iPods as a replacement for room assignment sheets



		2.2 Room Status Codes

		The student will be able to:

· Define and explain various room status codes including:

· Occupied

· Do not disturb

· Stayover

· On change

· Cleaning in progress

· Vacant and ready

· Out of Order (OOO)

· Out of Service (OOS)

· Lock out

· Check out



		Unit 3

		Preparing the Cart – 6 hours



		Topic

		Objective/Competencies 



		3.1  Preparing the Cart

 



		The student will be able to:

· Explain procedures for stocking the cart including required

· Cleaning supplies 

· Amenities

· Tools

· Linens

· Explain why to stock most carts for no more than eight rooms

· Explain the risks over overloading the cart including injury and lack of organization

· Procedures for restocking the cart








		Section 2

		Room Services



		Unit 4

		Entering the Room & Cleaning Sequence – 6 hours



		Topic

		Objective/Competencies 



		4.1  Entering the Room

 



		The student will be able to:

· Explain the procedures for rooms marked with “Do Not Disturb”

· Confirm the status of the room 

· Perform the procedures for entering the room following hotel policy

· Knock with knuckles and announce “Housekeeping”

· Wait 5 seconds for response and knock again

· Open door six inches and announce again

· Enter room and prop open door with doorstop

· If guest is sleeping, quietly withdraw

· If guest is awake, ask when to return

· Place cart at entrance of room blocking the door, flush with the wall, linens facing inward or pull inside following hotel policy

· Guard hotel guestroom key and follow established security policies

· The ABC Method

· A:  Away with the old – remove all trash and dirty linens

· B:  Beds – Make the beds

· C:  Cleaning & Chemicals – Clean the bathroom with correct chemicals

· D:  Dusting – Dust the guestroom surfaces

· E:  Everything in its right place – Replace amenities, rearrange furniture

· F:  Finish up – Vacuuming, close curtains, turn off lights

· Explain the sequence of cleaning a “service” room and a “check-out” room








		Unit 5

		Initial Walkthrough – 4 hours



		Topic

		Objective/Competencies 



		5.1  Initial Walkthrough

 



		The student will be able to:

· Assess the state of the room and what needs to be done by walking the entire room and taking note of:

· Blood, vomit or body fluids on the linen or in the bathroom

· Any broken, damaged or missing items

· Anything else out of the ordinary that will require special attention or additional time

· Know when to call the supervisor using established codes on the room phone or through the hand-held tablet following hotel policy

· How to handle lost and found items following hotel policy



		Unit 6

		Stripping the Room – 6 hours



		Topic

		Objective/Competencies 



		6.1  Stripping the Room

 



		The student will be able to:

· Explain which personal protective equipment (PPE) is needed for each task

· Test all the lights and replace bulbs as needed

· Call engineering if necessary

· Remove all bed and bathroom linen and place dirty laundry in the cart

· Recognize what is or may not be trash; follow lost and found procedures

· Remove all trash including bathroom, under the bed, in the closet

· Gather all required cleaning supplies from the cart

· Open all drapes, blinds and windows and adjust heat/AC

· Complete all tasks involved in stripping the room in less than 3 minutes








		Unit 7

		Cleaning the Bathroom – 9 hours



		Topic

		Objective/Competencies 



		7.1  Cleaning the bathroom



		The student will be able to:

· Perform the procedures necessary to effectively clean the bathroom including:

· Shake shower curtain to release hair and check drains for hair

· Spray all surfaces with disinfectant and allow to set for 10 minutes (while making beds; Unit 8)

· Checking to make sure the toilet or drains are not clogged

· Notify engineering if necessary

· Tidy guests’ personal items

· Disinfect garbage cans

· Clean rubber bath mat

· Clean sink and vanity

· Wash sink, taps and vanity and wipe to a shine

· Wipe towel racks, shower curtain rod, toilet tissue holder and tissue holder

· Clean visible pipes

· Shine walls

· Clean mirrors

· Clean the toilet following safe procedures including using different gloves and equipment exclusively for the toilet

· Finish up bathroom by dusting walls and ceiling vents, wipe door, door knobs and robe hooks

· Replace towels, amenities, toilet paper facing down and folded, glasses, tissues if necessary

· Vacuum floor and clean with disinfectant appropriate to floor material (marble, tile quarry, stone)

· Check for stray hair with sticky roller

· Inspect bathroom and record any deficiencies such as cracks or damage

· Complete bathroom cleaning in less than 10 minutes








		Unit 8

		Making Beds – 9 hours



		Topic

		Objective/Competencies 



		8.1  Making Beds



		The student will be able to:

· Efficiently and safely make beds by following standard procedures:

· Check under bed for items

· Adjust dust ruffle

· Examine bed pad for stains, tears or damage

· Smooth bed pad

· Add first sheet evenly to bed pad and fold under using proper techniques at each corner

· Add remaining sheets using same technique at each corner

· Add the duvet evenly and spread smoothly

· Fold down the top sheet and duvet and spread smoothly

· Adjust edges of duvet to pull it taut 

· Insert pillows into pillow cases by folding pillows in half lengthwise

· Tuck remaining pillowcase into itself

· Arrange pillows on bed following hotel procedures

· Evaluate final product

· Complete bed making in less than 7 minutes per bed








		Unit 9

		Cleaning the Guestroom – 9 hours



		Topic

		Objective/Competencies 



		9.1  Clean the Guestroom



		The student will be able to:

· Follow proper cleaning procedures for the guestrooms including:

· Dust all surfaces in a clockwise rotation

· Check function of room features

· Clean refrigerator and remove items used by guests

· Check liquor items and clean mini bar

· Check drawers for guests’ items and trash

· Clean all windows, windowsills, marks on walls, TV, lamps, light switches, pictures and mirrors

· Check iron, ironing board, closet, robes, slippers, amenities including coffee, tea, menus, magazines, stationary

· Disinfect telephone, remote controls, alarm clock and ice buckets

· Inspect all furniture for damage

· Dust and polish all furniture

· Arrange furniture to floor plan

· Align drapes and clean shutters & blinds

· Check and clean balcony/patio door, door tracks, furniture including chairs, tables, lights, remove debris and sweep floor

· Clean the air conditioning/heating unit including vents and grid and set to appropriate temperature

· Complete all cleaning tasks in less than 7 minutes








		Unit 10

		Vacuuming and Carpet Cleaning – 6 hours



		Topic

		Objective/Competencies 



		10.1  Vacuuming & Carpet Cleaning



		The student will be able to:

· Safely and effectively vacuum and clean the guestroom carpet by following proper procedures:

· Close balcony or patio door before vacuuming

· Start in the furthest corner from the door

· Double check corners and crevices – use the vacuum wand to clean hard-to-reach areas

· Use appropriate cleaner to remove spots in carpet; contact supervisor if unable to remove them

· Move small pieces of furniture and vacuum underneath

· Turn off lights while moving through the room using wall switches

· At end of shift, empty vacuum bag and wipe down vacuum, check roller for debris

· Complete vacuuming and carpet cleaning in less than 5 minutes 



		Unit 11

		Final Walkthrough and Inspection – 3 hours



		Topic

		Objective/Competencies 



		11.1 Inspection



		The student will be able to:

· Effectively evaluate the state of the room upon completion of cleaning including:

· Using inspection sheet to double check every task has been sufficiently completed

· Make sure all cleaning materials have been returned to the cart

· Using either the hand-held tablet or room telephone, enter code for clean room

· Close and lock door behind you, double check that it is closed and locked,  remove housekeeping alert sign from outside of door

· Update clean status on assignment sheet



		11.2 VIP Rooms



		The student will be able to:

· Complete necessary additional tasks required for VIP rooms including:

· Changing linens even when not typically required

· Providing deeper cleaning than typically required

· Including extra amenities and special items as required

· Handling VIP requests as necessary



		Section 3

		Putting it All Together 



		Unit 12

		Stayover Rooms – 6 hours



		Topic

		Objective/Competencies 



		12.1  Stayover Rooms



		The student will be able to:

· Effectively clean a stayover room following the correct order and within 20 minutes including:

· Follow ABC method

· Address room in correct order

· Be aware of guests’ belongings and work around them

· Change sheets and pillowcases only if necessary (dirty, wrinkly, doesn’t look presentable)

· Adding anything special based on the specific guests’ needs or situation such as flowers for birthdays or engagements, extra amenities, etc.

· Complete full cleaning of a stayover room in less than 15 minutes








		Unit 13

		Checkout Rooms – 6 hours



		Topic

		Objective/Competencies 



		13.1  Checkout Rooms



		The student will be able to:

· Effectively clean a checkout room following the correct order and within 50 minutes including:

· Follow ABC method

· Address room in correct order

· Be aware of items the guest may have left behind and follow correct procedures

· Proper deep cleaning of guestroom bathroom, closets and floors

· Complete full cleaning of a checkout room in less than 45 minutes









Job Interviewing Skills



COURSE DESCRIPTION:

This course will give students the skills and confidence they need to successfully pass job interviews and gain employment upon the conclusion of the Room Attendant training program.  Students will learn what to expect before, during and after a job interview as well as what employers are looking for and hoping to hear.   



CLOCK HOURS:  4 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is divided into two learning units; each unit covers a different aspect of job interviews.  Each topic has a recommended length (topic hours) assigned, topic hours are a guideline for instruction that is intended to be adapted to the individual instructors learning style.  As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.









STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide imbedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3





STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Know what employers are looking for in candidates

Know how to build a strong resume

Understand the purpose of job interviews from the employer as well as the employee’s perspective

Learn how to prepare for a job interview

Become aware of their social media pages and how that might affect their interview

Understand the importance of first impressions

Learn about various types of interviews

Gain an understanding of body language and active listening

Learn to avoid common mistakes in interviews





ASSESSMENT GRADING CRITERIA:

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	25			1			25

Attendance		25			1			25

Participation		25			1			25

Assignments		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail










		Unit 1 

		Preparation for the Job Interview – 2 hours



		Topic

		Objective/Competencies 



		1. Preparation





		The student will be able to:

· Explain what employers are looking for in candidates

· Explain the purpose of job interviews in terms of the employer and potential employee’s perspectives

· Explain how to build a strong resume

· Explain how and why to research a company prior to the interview

· Define and prepare for a variety of job interviews including:

· Phone interviews

· Video interviews

· Panel interviews

· Group interviews

· Pre-screen interviews

· Behavioral interviews



		Unit 2

		During the Interview – 2 hours



		Topic

		Objective/Competencies 



		2.1  During the Interview

 





		The student will be able to:

· Explain how first impressions impact the job interview and how to give a good first impression

· Answer common behavioral interview questions, self-awareness based questions, and other common questions with confidence

· Adjust their body language to show confidence and competence

· Practice active listening

· Close the interview successfully

· Avoid common interview mistakes



















Review and Preparation for the Certified Guestroom Attendant Exam



COURSE DESCRIPTION:

This course provides an opportunity to review all material covered throughout this program and gives the student a chance to prepare for AHLEI’s Certified Guestroom Attendant Examination.



CLOCK HOURS:  4 Hours



PREREQUISITES:	N/A



TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:

The course is covered in 1 learning unit. As a general rule, students are expected to commit additional study/practice time outside the class time, in order to be successful.  The generally accepted ratio of class to study time is 1:2 for this course.



STUDENT TEXTS, READING AND OTHER MATERIALS: 

Unite Here! Room Attendant Participant Guide embedded with material from the AHLEI’s Skills Tasks And Results Training (START) textbook:  ISBN 978-0-86612-330-3



STUDENT LEARNING OUTCOMES:

Upon successful completion of this course, students will:

Be allowed to review aspects of the entire program

Gain test taking skills and techniques

Give and receive feedback for the program

Be ready to take AHLEI’s Certified Guestroom Attendant Examination





ASSESSMENT GRADING CRITERIA:

Students are assessed on knowledge, aptitude and participation.  The following methods of assessment will be used as a basis for grading.



				

Method		Points Each		Total 			Total Points	

Final Written Exam	75			1			75

Attendance		25			1			25

		

								

Points			Letter Grade			Pass

98-100 			A+			Pass

94-97				A			Pass

91-93				A-			Pass

88-90				B+			Pass

84-87				B			Pass

81-83				B-			Pass

78-80				C+			Pass

75-77				C			Pass

72-74				C-			Pass

69-71				D+			Fail

66-68				D			Fail

65↓				F			Fail









		Unit 1

		Review and Exam Preparation – 4 hours



		Topic

		Objective/Competencies 



		1.1  Review & Exam

 



		The student will be able to:

· Review the entire program and ask final questions

· Gain test taking skills and techniques for multiple choice exams

· Give and receive feedback for the program

· Take AHLEI’s Certified Guestroom Attendant Examination














AHLEI Certifications



AHLEI Certified Guestroom Attendant



COURSE TITLE: AHLEI Certified Room Attendant Program



COURSE DESCRIPTION:



The Guestroom Attendant certification recognizes the skills and knowledge needed to keep guest rooms clean, safe and maintained at a lodging property.  

The certification is supported by the START and quickSTART (Skills, Tasks, and Results Training) programs. START resources present concise instructions for training new or prospective employees on how to perform key tasks correctly, along with the general hospitality knowledge, and soft skills needed in the hospitality industry.



CLOCK HOURS: N/A



COURSE FORMAT:  

This course is imbedded throughout the training detailed above.



PREREQUISITES:  N/A



STUDENT LEARNING OUTCOMES:

All Employee Training



After completing the All Employee Knowledge section of the Study Guide, employees should be able to:

1.	Understand property standards for personal appearance

2.	Identify property standards and policies regarding uniforms

3.	Understand your property’s social media policy

4.	List employee policies that affect you

5.	List your property’s fact sheet information

6.	List property policies regarding parking, pets, and guest reservations

7.	Identify airport and local transportation options

8.	Explain the purpose of the Manager on Duty (MOD)

9.	Define guidelines for the use of property facilities

10.	Differentiate between routine and urgent maintenance and describe the purpose of each

11.	Discuss property lost and found procedures

12.	Explain property recycling programs and procedures

13.	Explain your role in your property’s security

14.	Understand procedures to follow in case of emergency

15.	Identify procedures and safety equipment that protects against bloodborne pathogens

16.	Describe OSHA regulations that pertain to your position at the property

17.	Understand safe lifting guidelines

18.	Describe best practices for assisting guests with disabilities

19.	Recall ways to provide exceptional guest service

20.	Understand the role online reviews play in the success of your property

21.	Identify best practices for working with your team and other departments

22.	Explain policies on guest communication, including telephone and elevator courtesy

23.	Identify ways to handle and resolve guest requests and complaints

24.	List the locations of points of interest guests might inquire about on and off your property

25.	Explain the significance of VIPs

26.	Identify procedures for dealing with guests under the influence of alcohol





Room Attendant Training:



After completing the Room Attendant training section of the Study Guide, employees should be able to:

Follow all safety standards and protocols

Explain the use of all cleaning materials, chemicals and tools

Prepare the cart for cleaning

Perform all cleaning duties required to effectively, efficiently and thoroughly clean a guestroom

Evaluate the room upon completion and follow all procedures necessary to pass inspection




AHLEI Certified Guest Service Professional



COURSE TITLE: AHLEI Certified Guest Service Professional (CGSP ®)



COURSE DESCRIPTION:



The Room Attendant apprenticeship provides curriculum similar to AHLEI’s 
Guest Service Gold® which is a comprehensive program designed to accomplish the goal of creating guest service-oriented line level employees who know how to engage with their guests to provide memorable guest service.  Core components include training, employee certification and property certification and can be implemented by any service oriented business, such as restaurants, transportation companies, attractions, retail outlets, not just lodging properties. It can also be used in academic settings to provide students with a solid foundation in guest service.



CLOCK HOURS: N/A



COURSE FORMAT:  

This course is imbedded throughout the training detailed above.



PREREQUISITES: N/A



STUDENT LEARNING OUTCOMES:

All Employee Training



After completing the All Employee Knowledge section of the Study Guide, employees should be able to:

1.	Understand property standards for personal appearance

2.	Identify property standards and policies regarding uniforms

3.	Understand your property’s social media policy

4.	List employee policies that affect you

5.	List your property’s fact sheet information

6.	List property policies regarding parking, pets, and guest reservations

7.	Identify airport and local transportation options

8.	Explain the purpose of the Manager on Duty (MOD)

9.	Define guidelines for the use of property facilities

10.	Differentiate between routine and urgent maintenance and describe the purpose of each

11.	Discuss property lost and found procedures

12.	Explain property recycling programs and procedures

13.	Explain your role in your property’s security

14.	Understand procedures to follow in case of emergency

15.	Identify procedures and safety equipment that protects against bloodborne pathogens

16.	Describe OSHA regulations that pertain to your position at the property

17.	Understand safe lifting guidelines

18.	Describe best practices for assisting guests with disabilities

19.	Recall ways to provide exceptional guest service

20.	Understand the role online reviews play in the success of your property

21.	Identify best practices for working with your team and other departments

22.	Explain policies on guest communication, including telephone and elevator courtesy

23.	Identify ways to handle and resolve guest requests and complaints

24.	List the locations of points of interest guests might inquire about on and off your property

25.	Explain the significance of VIPs

26.	Identify procedures for dealing with guests under the influence of alcohol



Guest Service Training



After completing the Guest Service training section of the Study Guide, employees should be able to:

Surpass customer expectations

Provide stellar service to improve guests’ experiences

Handle difficult or upset customers effectively

Build rapport with customers in a short time

Ensure that all customer needs are met




COMPETENCY-BASED WORK PROCESS 

Room Attendant



Upon completion of this competency based testing scheme, employees will receive a one-time pay increase to 95% of the Journeyworker’s rate for a Room Attendant.  



Testing Schedule

The testing schedule for this competency-based Room Attendant apprentice will be held the first month of each quarter, which begins in January of each year.  Apprentices can submit notification within 30 days of the testing date to request their competency testing be completed.  



For each apprentice, a maximum of three (3) attempts can be attempted to successfully pass the competency-based testing.



Testing Metrics

Due to the varying tasks and competencies of each work environment, and due to the nature of this competency-based work process schedule, employers are encouraged to review the competency testing form in advance.  Employers should exclude from testing the tasks and competencies that the apprentice will not be exposed to, as applicable to the position they are entering. 



Performance Standards Instructions:

Related Instruction: The curriculum crosswalks to the individual tasks (1, 2, 3.) to ensure that the instructional program addresses each competency area in the work process schedule.

Task Standard: Indicate “Yes,” or “No,” or “N/A.”  For acceptable achievement, all individual tasks (a, b, c.) should receive a “Yes,” “No,” or “N/A” response.  

Performance Level: The duty areas (A, B, C.) receive an overall numeric evaluation using the following criteria.  The mentor will initial date/level achieved.



4= (Outstanding) Needs no supervision to complete the task and is able to demonstrate to others the required skills

3= (Good) Needs little supervision to complete skill or assigned task

2= (Adequate) Needs supervision to complete skill or assigned task

1= (Unacceptable) Unable to complete skill or assigned task without support or supervision



Grading: A passing score involves a “yes” remark under all of the applicable “Task Standard” sections, in conjunction with a score of “2” or higher in each of the competencies.  Any score of “1” is deemed as not passing.  



Only the section considered not passing must be repeated in order to complete the program.  All sections of the test do not need to be retested once a passing score is received.



* When asked to “demonstrate...” a physical task is preferred to certify competency. 

**When asked to “demonstrate knowledge of...” a verbal explanation, or physical demonstration can qualify to certify competency.

***When applicable, a verbal explanation can be substituted for the physical task of completing a competency, due to on-the-job limitations.

****All competencies are based on actual on the job tasks.  “n/a” may be used when the employer deems appropriate.  All employers should complete a test, marking the applicable competencies for each work site.  Any competencies not applicable to the employer should be marked in advance with an “n/a.”



		Room Attendant Competency-based Testing



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		



		Being a Successful Employee



		1.1 Demonstrate a professional appearance

		

		

		



		1.2 Demonstrate professional conduct including:

		

		

		



		· an appropriate voicemail box message

		

		

		



		· Consistent punctuality

		

		

		



		3.1 Demonstrate an organized workspace (cart, linen closet, work locker)

		

		

		



		3.2 Demonstrate an ability to prioritize housekeeping tasks and show effective time management

		

		

		



		4.1 Demonstrate adherence to employee policies

		

		

		



		



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		Exceptional Customer Service



		1.1 Demonstrate ability to provide satisfactory customer service

		

		

		



		2.1 Demonstrate effective verbal & non-verbal communication 

		

		

		



		3.1 Demonstrate ability to handle complaints or resolve conflict

		

		

		



		4.1 Demonstrate an example of ‘going above and beyond’

		

		

		



		



		Hotel Rooms Division



		1.1 Demonstrate knowledge of various hotel departments

		

		

		



		2.1 Demonstrate knowledge of Rooms Division duties

		

		

		



		 3.1 Demonstrate knowledge of the guest cycle

		

		

		



		4.1 Demonstrate teamwork within the rooms division

		

		

		








		



		Cultural Awareness 



		1.1 Demonstrate cultural sensitivity to either coworkers or guests

		

		

		



		



		Technology & Social Media



		1.1 Demonstrate ability to use cell phone, iPod, or computer

		

		

		



		1.2 Demonstrate adherence to hotel policy regarding cell phone use and social media use

		

		

		



		



		Awareness of Safety and Security



		1.1Demonstrate knowledge of hotel codes to inform staff of emergency

		

		

		



		1.2 Demonstrate knowledge of emergency procedures

		

		

		



		1.3 Demonstrate knowledge of evacuation routes

		

		

		



		1.4 Demonstrate knowledge of hotel procedures regarding green/sustainable practices

		

		

		



		1.5 Demonstrate knowledge of procedures dealing with unusual room situations

		

		

		



		2.1 Demonstrate knowledge of first aid practices

		

		

		



		2.2 Demonstrate knowledge of procedures for dealing with bodily fluids

		

		

		



		2.3 Demonstrate ability to avoid cross contamination

		

		

		



		2.4 Demonstrate knowledge of rules regarding mixing chemicals

		

		

		



		2.5 Properly dispose of chemicals and/or hazardous materials

		

		

		



		2.6 Demonstrate knowledge of Material Safety Data Sheets and where they can be found

		

		

		



		2.7 Demonstrate knowledge of OSHA standards within the housekeeping department

		

		

		



		2.8 Demonstrate appropriate methods of dealing with disabled guests

		

		

		



		2.9 Demonstrate knowledge of policies with service animals

		

		

		



		3.1 Demonstrate knowledge of what constitutes suspicious activity

		

		

		



		3.2 Demonstrate knowledge of policies regarding suspicious activity

		

		

		



		3.3 Demonstrate proper use of hotel key cards

		

		

		



		3.4 Demonstrate knowledge of policy & procedures regarding human trafficking

		

		

		








		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		



		Ergonomics



		1.1 Demonstrate proper warm up and stretching techniques

		

		

		



		1.2 Demonstrate proper procedure for lifting heavy objects

		

		

		



		1.3 Demonstrate proper procedures for reaching, bending & twisting

		

		

		



		1.4 Demonstrate proper procedures for pushing the cart

		

		

		



		1.5 Demonstrate proper procedures for vacuuming

		

		

		



		1.6 Demonstrate proper procedures for wiping vertical & horizontal surfaces

		

		

		



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		



		Section 1: Pre-room Services & Preparation



		Room Attendant Tools & Supplies



		1.1 Demonstrate proper use of tools and supplies including:

		

		

		



		· Gloves

		

		

		



		· Cleaning rags (dry vs wet)

		

		

		



		· Sponges (two-sided, magic eraser)

		

		

		



		· Toilet brush

		

		

		



		· Small scrubbing brush for tile

		

		

		



		· Squeegee

		

		

		



		· Duster

		

		

		



		· Lint roller

		

		

		



		· Broom & dustpan

		

		

		



		· Sponge mop

		

		

		



		· Vacuum & attachments

		

		

		



		· Trash liners

		

		

		



		1.2 Demonstrate proper use of chemicals including:

		

		

		



		· Glass cleaner

		

		

		



		· Tile cleaner

		

		

		



		· Toilet bowl cleaner

		

		

		



		· Multi-surface cleaner

		

		

		



		· Wood cleaner

		

		

		



		· Floor cleaner

		

		

		



		· Spot remover (carpets)

		

		

		



		· Air freshener

		

		

		



		-  Wedge or Spatula for bed

		

		

		



		1.3 Demonstrate correct knowledge of the following linens:

		

		

		



		· Bath towels

		

		

		



		· Hand towels

		

		

		



		· Washcloths

		

		

		



		· Bathmats (rubber & cloth)

		

		

		



		· Fitted & flat sheets

		

		

		



		· Top sheet

		

		

		



		· Pillow cases

		

		

		



		· Comforter/Insert

		

		

		



		· Duvet

		

		

		



		· Blanket

		

		

		



		· Roll-away bed linen

		

		

		



		1.4 Demonstrate knowledge of which amenities are needed including:

		

		

		



		- Lotion

		

		

		



		- Shampoo 

		

		

		



		- Conditioner 

- Soaps 	

		

		

		



		- Brushes & combs

		

		

		



		- Shower cap 

		

		

		



		- Powder 

		

		

		



		- Shaving cream & razors 

		

		

		



		- Toothbrush & toothpaste 

		

		

		



		· Dental Floss

		

		

		



		- Mouthwash 

		

		

		



		- Toilet tissue 

		

		

		



		- Facial tissue 

		

		

		



		- Q-tips

		

		

		



		- Cotton pads

		

		

		



		- House slippers

		

		

		



		- Refreshments & coffee/tea 

		

		

		



		- Stationary and pens 

		

		

		



		- Brochures & magazines

		

		

		



		- Room service menus

		

		

		



		- Laundry bag

		

		

		



		- Sewing kit

		

		

		



		- Lint brush

		

		

		



		- Shoe maintenance kit

		

		

		



		- Shoe horn

		

		

		



		- Iron & Ironing board (permanent)

		

		

		



		- Hairdryer (permanent)

		

		

		



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		Room Assignment Sheets / iPods



		2.1 Demonstrate correct use of assignments sheets and/or iPods

		

		

		



		2.2 Demonstrate knowledge of room status codes including:

		

		

		



		- Occupied

		

		

		



		· Do not disturb

		

		

		



		- Stayover

		

		

		



		· On change

		

		

		



		· Cleaning in progress

		

		

		



		· Vacant & ready

		

		

		



		· Out of Order (OOO)

		

		

		



		· Out of Service (OOS)

		

		

		



		· Lock out 

		

		

		



		· Check out

		

		

		



		· To be inspected (VIP)

		

		

		



		Preparing the Cart



		1.1 Demonstrate knowledge of linen room layout and storage

		

		

		



		1.2 Demonstrate knowledge of room type and supplies needed for each type

		

		

		



		1.3 Demonstrate correct assembly of supplies on the cart required for that day’s room assignments

		

		

		



		1.4 Demonstrate effective organization of supplies

		

		

		



		1.5 Demonstrate restocking the cart mid-shift

		

		

		



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		Section 2: Room Services



		Entering the Room & Cleaning Sequence



		1.1 Demonstrate confirmation of room status 

		

		

		



		1.2 Demonstrate correct procedure for entering the room

		

		

		



		1.3 Demonstrate correct placement of cart

		

		

		



		1.4 Demonstrate correct use of key card

		

		

		



		1.5 Demonstrate knowledge of ABC cleaning sequence

		

		

		



		· Away with the old

		

		

		



		· Beds

		

		

		



		· Cleaning & Chemicals

		

		

		



		· Dusting

		

		

		



		· Everything in its right place

		

		

		



		· Finishing up

		

		

		



		1.6 Demonstrate knowledge of procedures regarding checkout & stayover rooms

		

		

		



		Initial Walkthrough



		1.1 Demonstrate knowledge of procedures regarding:

		

		

		



		· Damaged or missing items

		

		

		



		· Lost and Found

		

		

		



		· When to call the supervisor

		

		

		



		Stripping the Room: MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1Demonstrate correct use of personal protective equipment (PPE)

		

		

		



		1.2 Demonstrate correct removal of trash 

		

		

		



		1.3 Assess function of guestroom features including lights, TV, heat/AC 

		

		

		



		1.4 Determine and retrieve required cleaning supplies

		

		

		



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		Cleaning the Bathroom: MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1 Determine and retrieve correct cleaning supplies for the bathroom

		

		

		



		1.2 Demonstrate knowledge of chemicals and correct application times

		

		

		



		1.3 Demonstrate correct procedures for testing shower head, sink & toilet

		

		

		



		1.4 Determine whether to contact engineering due to clogs or other issues

		

		

		



		1.5 Demonstrate correct procedure for cleaning shower walls, glass and bathtub

		

		

		



		1.6 Demonstrate correct procedure for cleaning toilet and toilet area

		

		

		



		1.7 Demonstrate correct procedure for cleaning sink, mirror, countertop and sink area

		

		

		



		1.8 Demonstrate correct placement of amenities and when to replace

		

		

		



		1.9 Demonstrate correct folding and placement of linen/terry

		

		

		



		2.0 Demonstrate correct procedure for cleaning bathroom floor

		

		

		



		Making Beds: MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1 Assemble all appropriate linen

		

		

		



		1.2 Replace pillowcases in efficient manner

		

		

		



		1.3 Replace and/or tuck in bottom sheet using hospital fold

		

		

		



		1.4 Replace duvet cover in efficient manner

		

		

		



		1.5 Tuck in all linens as required using hospital fold or standard procedure

		

		

		



		1.6 Correctly place pillows on bed

		

		

		



		1.7 Lay out additional bed coverings following hotel procedure

		

		

		



		Cleaning the Guestroom: MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1 Demonstrate correct use of materials for each task

		

		

		



		1.2 Demonstrate correct procedures for dusting

		

		

		



		1.3 Demonstrate correct procedures for inspecting furniture and fixtures for damage

		

		

		



		1.4 Replace all amenities in one trip

		

		

		



		1.5 Return all guestroom items to original location

		

		

		



		Vacuuming and Carpet Cleaning: MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1 Effectively clean floors using correct tools

		

		

		



		1.2 Demonstrate effective spot cleaning

		

		

		



		1.3 Recognize and report significant stains for shampooing

		

		

		



		Final Walkthrough and Inspection



		1.1 Evaluate room for any possible errors

		

		

		



		1.2 Update room status according to hotel procedure

		

		

		



		VIP Rooms



		1.1 Demonstrate correct knowledge and procedures for VIP rooms

		

		

		



		1.2 Demonstrate knowledge of specialty items and amenities for VIPs

		

		

		



		1.3 Demonstrate effective handling of VIP requests

		

		

		



		Work Processes/

Competencies

		Task Standard

		Comments

		Performance Level



		Section 3: Putting it all Together



		Stayover Rooms: MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1 Address room in correct order following the ABC method or hotel policies

		

		

		



		1.2 Demonstrate correct method of cleaning around guest belongings

		

		

		



		1.3 Demonstrate correct cleaning procedures

		

		

		



		1.4 Demonstrate special touches based on guest requirements or situation as applicable

		

		

		



		Checkout Rooms:  MUST BE COMPLETED IN STANDARD TIME ESTABLISHED BY EMPLOYER



		1.1 Address room in correct order following the ABC method or hotel policies

		

		

		



		1.2 Demonstrate correct procedures for dealing with items guests may have left behind

		

		

		



		1.3 Demonstrate effective and efficient procedures for deep cleaning of guestroom, bathroom, closets & floors

		

		

		



		



		

		

		

		

		



		Final Result:



		Final Comments:

		












RELATED INSTRUCTION OUTLINE

Room Attendant/Housekeeper (Existing Title: Housekeeper, Co, Res, Ind)

O*NET-SOC CODE:  37-2012.00  RAPIDS CODE:  0943CB



Related instruction - This instruction shall include, but not be limited to:



	APPROXIMATE

	HOURS



		PRE-APPRENTICESHIP/153 HOURS OF CLASSROOM TRAINING

MODULE TOPICS

		HOURS



		Module 1:    Introduction to Rooms Services & Hospitality

· Nature of Guestroom Services and Hospitality

· Role and Duties of the Room Attendant

· Hotel Guests/Roles of the Customer

· Roles of the Host

		6



		Module 2:    Hotel Operations

· Hotel Terminology

· Hotel Policies

· Manager on Duty

· Use of Facilities 

· Elevator Courtesy 

· Lost and Found 

		4



		Module 3:    Being a Successful Employee

· Attitude for Success 

· Professionalism and Presentation

· Organization and Time Management

· Employee Policies

· Tip Sharing

· Sexual Harassment

		9



		Module 4:    Exceptional Customer Service

· Introduction to Customer Service

· High Quality Communication

· Dealing with Difficult People (those under the influence of alcohol)

· Going Above and Beyond 

		15



		Module 5:    Hotel Rooms Division

· Hotel Departments

· Rooms Division 

· Guest Cycle

· Teamwork

		6



		Module 6:     Cultural Awareness & Diversity

· Introduction to Cultural Awareness 

· Cultural Differences at the Workplace

		4



		Module 7:     Technology and Social Media 

· Basics of Computers/Tablets (lab moved to Mod. 10 – Pre-room services)

· What is Social Media 

· Rules for Safe and Productive Use

		3



		Module 8:    Awareness of Safety and Security



Hotel Safety

· Safety in the workplace

· Handle Emergencies

· Sustainability – Green initiatives (recycling)

· Unusual Room Situations 



Health Safety

· Bloodborne Pathogens 

· Safety Equipment 

· OSHA Regulations

· Hazardous Materials – Safety Data Sheets by OSHA

· First Aid

· The Americans with Disabilities Act – Impairments 

· Service Animals 



Hotel Security 

· Suspicious activities

· Human Trafficking 

· Key card control 

		15



		Module 9:    Ergonomics

· Using Ergonomics 

		3



		Module 10:    Room Services 



Pre-Room Services & Preparation (with lab)

1. Room Attendant Tools & Supplies – use of tablets

2. Room Assignment Sheets & Status Codes

3. Preparing the Cart (including guest amenities) 



Room Services (with lab)

1. Entering the Room & Cleaning Sequence

The ABC Method (Cleaning Sequence for Stayover & Checkout)

Special cleaning requirements – children and pets

1. Initial Walkthrough

2. Stripping the Room

3. Cleaning the Bathroom

4. Making Beds

5. Cleaning the Guestroom

Dusting

Cleaning windows

Finishing Touches – replace amenities

6. Vacuuming and Carpet Cleaning

7. Final Walkthrough and Inspection



Putting it all Together

8. Stayover Rooms (aka Service rooms)

9. Checkout Rooms

		













































80



		Module 11:       Job Interview Skills

· Preparation

· Interview

		4



		

Module 12:    Review and Preparation for the Certified Guestroom Attendant Examination

1. Skills Accomplishment Checklist and Feedback

2. Examination Review

3. Exam

		



4



		

 Total Training Hours

		153
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Page 3 of 4	ETA 671 – Section II (Rev. mo 20XX

		Program Registration and

Apprenticeship Agreement	

Office of Apprenticeship

		U.S. Department of Labor  

Employment and Training Administration



		                                                                                        APPRENTICE REGISTRATION – SECTION II                  OMB No. 1205-0223  Expires:  06/30/2018



		Warning:  This agreement does not constitute a certification under Title 29, CFR, Part 5 for the employment of the apprentice on Federally financed or assisted construction projects.  Current certifications must be obtained from the Office of Apprenticeship (OA) or the recognized State Apprenticeship Agency shown below.  (Item 24)

		The program sponsor and apprentice agree to the terms of the Apprenticeship Standards incorporated as part of this Agreement.  The sponsor will not discriminate in the selection and training of the apprentice in accordance with the Equal Opportunity Standards in Title 29 CFR Part 30, and Executive Order 11246.  This agreement may be terminated by either of the parties, citing cause(s), with notification to the registration agency, in compliance with Title 29, CFR, Part 29



		PART A: TO BE COMPLETED BY APPRENTICE.  NOTE TO SPONSOR: PART A SHOULD ONLY BE FILLED OUT BY APPRENTICE.



		1. Name (Last, First, Middle) and Address  	*Social Security Number

                                                                                -  -     

(No., Street, City, State, Zip Code, Telephone Number)

	     

		Answer Both A and B (Voluntary)

(Definitions on reverse)



4.	 a.  Ethnic Group (Mark one)

 Hispanic or Latino

 Not Hispanic or Latino



	 b.  Race (Mark one or more)

 American Indian or Alaska native

 Asian

 Black or African American

 Native Hawaiian or other

	 Pacific Islander

 White

		5. Veteran Status (Mark one)



 Non-Veteran



 Veteran



		

		

		6.  Education Level (Mark one)



 8th grade or less

 9th to 12th grade

 GED

 High School Graduate or

     Greater

 Post Secondary or Technical

	Training



		2. Date of Birth (Mo., Day, Yr.)

     

		3. Sex (Mark one)

 Male             Female

		

		



		7a. Employment Status (Mark one)                        New Employee              Existing Employee



7b. Career Connection (Mark one) (Instructions on reverse)   None     Pre-Apprenticeship    Technical Training School     Military Veterans         

      

       Job Corps        YouthBuild        HUD/STEP-UP         Career Center Referral          School-to-Registered Apprenticeship                                                  



		8. Signature of Apprentice	Date



     	     

		9. Signature of Parent/Guardian (if minor)	Date



     	     



		PART B: SPONSOR:  EXCEPT FOR ITEMS 6, 7, 8, 10a. - 10c, REMAINDER OF ITEMS REPOPULATED FROM PROGRAM REGISTRATION. 



		1. Sponsor Program No.		     



Sponsor Name and Address (No. Street, City, County, State, Zip Code)



Hospitality Training Academy (HTA)

130 S. Alvarado Street

2nd Floor

Los Angeles, CA 90057

310-597-1898

No Fax

www.LAHTA.org

Email: Info@LAHTA.org

		2a Occupation (The work processes listed in the standards are part of this agreement).



[  ] Housekeeper/Room Attendant

[  ]  Chef de Partie/Line Cook

		2b Occupation Code:     



2b.1. Interim Credentials

Only applicable to Part B, 3.b. and 3.c. (Mark one)

        Yes      No



		

		3. Occupation Training

Approach (Mark one)



3a.  Time-Based

3b. x Competency-Based

3c.  Hybrid 

		4. Term

(Hrs., Mos., Yrs.)



     

		5. Probationary Period

(Hrs., Mos., Yrs.)



     



		

		6. Credit for Previous

Experience (Hrs., Mos., Yrs.)



     

		7. Term Remaining

(Hrs., Mos., Yrs.)



     

		8. Date Apprenticeship Begins



     



		9a. Related Instruction

(Number of Hours Per Year)

153 RA/150 Line Cook



150

		9b. Apprentice Wages for Related Instruction



 Will Be Paid  x Will Not Be Paid

		9c. Related Training Instruction Source

Hospitality Training Academy (HTA)



		10. Wages: (Instructions on reverse)



		10a. Pre-Apprenticeship Hourly Wage $      	10b. Apprentice’s Entry Hourly Wage $     	10c. Journeyworker’s Hourly Wage $     



		Check Box

		Period 1

		2

		3

		4

		5

		6

		7

		8

		9

		10



		10d. Term 

 Hrs.,  Mos., or Yrs.

		     

		     

		     

		     

		     

		     

		     

		     

		     

		     



		10e. Wage Rate

(Mark one) %  or $ 

		     

		     

		     

		     

		     

		     

		     

		     

		     

		     



		11. Signature of Sponsor’s Representative(s)	Date Signed



     	     

		13.	Name and Address of Sponsor Designee to Receive Complaints

	(If applicable) 

Adine Forman

Executive Director

Hospitality Training Academy (HTA)

130 S. Alvarado Street

2nd Floor

Los Angeles, CA 90057



310-597-1898

No Fax

www.LAHTA.org

Email: Info@LAHTA.org



		12. Signature of Sponsor’s Representative(s)	Date Signed



     	     

		



		PART C: TO BE COMPLETED BY REGISTRATION AGENCY



		1. Registration Agency and Address



     

		2. Signature (Registration Agency)



     

		3. Date Registered



     



		4. Apprentice Identification Number (Definition on reverse):	     











Program Definitions and/or Instructions:



Part A

Item 4.a. Definition - Ethnic Group:

Hispanic or Latino.  A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race.  The

	term, “Spanish origin,” can be used in addition to “Hispanic or Latino.”



Item 4.b. Definitions - Race:

American Indian or Alaska Native.  A person having origins in any of the original peoples of North and South America (including Central America), and who maintains tribal affiliation or community attachment.

Asian.  A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American.  A person having origins in any of the black racial groups of Africa.  Terms such as “Haitian” or “Negro” can be used in addition to “Black or African American.”

Native Hawaiian or Other Pacific Islander.  A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

White.  A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.



Item 7b. Instructions:

Indicate any career connection (definitions follow).  Enter “None” if no career connection applies.



Pre-Apprenticeship.  A program or set of strategies designed to prepare individuals to enter and succeed in a Registered Apprenticeship program which has or have a documented partnership(s) with a Registered Apprenticeship program(s).

Technical Training School.  Graduates trained in an occupation from a technical training school related to an occupation registered by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

Military Veterans.  Veterans that completed a military technical training school and/or elect to participate in the Building and Construction Trades Helmets to Hardhats Program or trained in an occupation while in the military related to an occupation

registered by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

Job Corps.  Graduates trained in an occupation from a federally funded Job Corps center related to an occupation registered 

by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

YouthBuild.  Graduates trained in an occupation from a federally funded YouthBuild program related to an occupation registered by the sponsor and who meet the minimum qualifications for Registered Apprenticeship.

HUD/STEP-UP.  Applicants who successfully participated in the U.S. Department of Housing and Urban Development Step-Up program and received an apprenticeship experience which meets the minimum qualifications for Registered Apprenticeship.

Career Center Referral.  Includes career center participants referred to the Registered Apprenticeship Program and/or apprentice(s) that receive workforce system funded services that support their participation in a Registered Apprenticeship program.  This may include the use of individual training accounts and/or on-the-job training reimbursements.

School-to-Registered Apprenticeship.  Program designed to allow high school youth ages 16 - 17 to enter a Registered Apprenticeship program and continue after graduation with full credit given for the high school portion.



Part B

Item 2.b.1.  Interim Credentials.  Based on program standards that utilize the competency-based or hybrid training approach, and, upon request of the program sponsor, the credentials are issued as certificates by the Registration Agency.  Interim credentials provide certification of competency attainment by an apprentice.



Item 3. 	Occupation Training Approach.  The program sponsor decides which of the three training methods to use in the program as follows:

3.a.	Time-Based Training Approach - apprentice required to complete a specific number of hours of on-the-job learning (OJL) and related training instruction (RTI).

3.b.	Competency-Based Training Approach - apprentice required to demonstrate competency in defined subject areas and does not require any specific hours of OJL or RTI; or

3.c.	Hybrid-Training Approach - apprentice required to complete a minimum number of OJL and RTI hours and demonstrate competency in the defined subject areas.



Item 4. 	Term (Hrs., Mos., Yrs.).  Based on the program sponsor’s training approach.  See Part B, Item 4.  Available in the terms of the Apprenticeship Standards.



Item 5. 	Probationary Period (Hrs. Mos., Yrs.)  Probation period cannot exceed 25 percent of the length of the program or one year, whichever is shorter.



Item 7. 	Term Remaining (Hrs., Mos., Yrs.).  Under Part B, Item 6., Credit for Previous Experience (Hrs., Mos., Yrs.) is determined by the program sponsor.  The Term Remaining (Hrs., Mos., Yrs.) in Part B, Item 7., for the apprentice to complete the apprenticeship is based on the training approach indicated in Part B, Item 3.  The term remaining is available in the terms of the Apprenticeship Standards.



Item 10. 	Wage Instructions:

10a.		Pre-Apprentice hourly wage:  sponsor enters the individual’s hourly wage in the quarter prior to becoming an apprentice.

10b. 		Apprentice’s entry hourly wage (hourly dollar amount paid):  sponsor enters this apprentice’s entry hourly wage.

10c.		Journeyworker’s wage:  sponsor enters wage per hour.

10d. 		Term:  sponsor enters in each box the apprentice schedule of pay for each advancement period based on the program sponsor’s 

		 training approach.  See Part B, Item 3. and is available in the terms of the Apprenticeship Standards.

10e.		Percent or dollar amount:  sponsor marks one.

Note:	10c.	If the employer is signatory to a collective bargaining agreement, the journeyworker’s wage rate in the applicable collective bargaining

			agreement is identified.  Apprenticeship program sponsors not covered by a collective bargaining agreement must identify a minimum 

			journeyworker’s hourly wage rate that will be the basis for the progressive wage schedule identified in Item 10e,of this agreement.

10d.		The employer agrees to pay the hourly wage rate identified in this section to the apprentice each period of the apprenticeship based on the successful completion of the training approach and related instructions outlined in the Apprenticeship Standards.  The period may be expressed in hours, months, or years.

10e.			The wage rates are expressed either as a percent or in dollars and cents of the journeyworker’s wage depending on the industry.





Item 13.  Identifies the individual or entity responsible for receiving complaints (Code of Federal Regulations, CFR, Title 29 part 29.7(k)).



Part C.

Item 4. Definition:  The Registered Apprenticeship Partners Information Data System (RAPIDS) encrypts the apprentice’s social security number and generates a unique identification number to identify the apprentice.  It replaces the social security number to protect the apprentice’s privacy.



		

*The submission of your social security number is requested. The apprentice’s social security number will only be used to verify the apprentice’s periods of employment and wages for purposes of complying with the Office of Management and Budget related to common measures of the Federal job training and employment programs for measuring performance outcomes and for purposes of the Government Performance and Results Act. The Office of Apprenticeship will use wage records through the Wage Record Interchange System and needs the apprentice’s social security number to match this number against the employers’ wage records.  Also, the apprentice’s social security number will be used, if appropriate, for purposes of the Davis Bacon Act of 1931, as amended, U.S. Code Title 40, Sections 276a to 276a-7, and Title 29 CFR 5, to verify and certify to the U.S. Department of Labor, Wage and Hour Division, that you are a registered apprentice to ensure that the employer is complying with the geographic prevailing wage of your occupational classification.  Failure to disclose your social security number on this form will not affect your right to be registered as an apprentice. Civil and criminal provisions of the Privacy Act apply to any unlawful disclosure of your social security number, which is prohibited.



		

The collection and maintenance of the data on ETA-671, Apprentice Registration – Section II Form, is authorized under the National Apprenticeship Act, 29 U.S.C. 50, and CFR 29 Part 29.1.  The data is used for apprenticeship program statistical purposes and is maintained, pursuant to the Privacy Act of 1974 (5 U.S.C. 552a.), in a system of records entitled, DOL/ETA-4, Registered Apprenticeship Partners Information Management Data System (RAPIDS) at the U.S. Department of Labor, Office of Apprenticeship,.  Data may be disclosed to a State Apprenticeship Agency to determine an assessment of skill needs and program information, and in connection with federal litigation or when required by law.













		

Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.  Public reporting burden for this collection of information is estimated to average five minutes per response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. The obligation to respond is required to obtain or retain benefits under 29 USC 50.  Send comments regarding this burden or any other aspect of this collection of information including suggestions for reducing this burden to the U.S. Department of Labor, Office of Apprenticeship, 200 Constitution Avenue, N.W., Room N-5311, Washington, D.C. 20210 (Paperwork Reduction Project 1205-0023.)













Sponsor Information

		Sponsor: 

		Hospitality Training Academy (HTA)

		Program #:

		



		Address:

		130 S. Alvarado St., 2nd Floor

		Contact Name:

		Adine Forman



		City, State, Zip:

		Los Angeles, CA 90057

		Phone:

		310-597-1898









Apprentice Information

		Full Name of Apprentice: 

		Chef de Partie/Line Cook

Room Attendant/Housekeeper



		Apprentice Registration Number:

		



		Occupation:

		Chef de Partie/Line Cook

Room Attendant/Housekeeper



		Term:

		



		Registration Date:

		



		Date of Completion:



		Completion Wage:









Related Instruction Certification

		Related Instruction Hours completed:Line Cook = 150

		Room Attendant - 153



		Related Instruction Furnished By:

		Hospitality Training Academy (HTA)



		Teacher(s) or Director(s) of Related Instruction Certifying to above information:



Name:  				  Address:					









Request for Certificate

		On behalf of the above named sponsor, I hereby certify that the apprentice named in the application has satisfactorily completed and working at the Journeyworker Level of his/her apprenticeship program as registered with the Office of Apprenticeship and hereby recommend the issuance of the Certificate of Completion of Apprenticeship



Sponsor's Signature: 	  Date: 1/30/2017



Title:  Executive Director









		Office of Apprentice use only:



		       Date Entered in RAPIDS (if required):  	

       Date Certificate Sent:  		









[image: ]	U.S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP

APPLICATION FOR CERTIFICATION OF COMPLETION OF APPRENTICESHIP

(If Required please type or print all information, attach additional apprentices on separate sheet)

(This Application is optional, for Sponsor utilizing Electronic Registration)







Authentication of Requests for Certificate of Completion of Apprenticeship



Where the Office of Apprenticeship is the Registration Agency, issuance of a Certificate of Completion of Apprenticeship to apprentices upon satisfactory completion of the requirements of the apprenticeship program as established in these Standards, the sponsor certifies to the Registration Agency and requests the awarding of a Certificate of Completion of Apprenticeship to the completing apprentice(s).  Such requests are completed either electronically using the Register Apprenticeship Partner Information System (RAPIDS) or in writing using with the use of this form from the sponsor to the appropriate field office.  

General Guidance

The sponsor will verify that the apprentice has completed all requirements of apprenticeship including a signed copy of transcripts from the sponsor, provider or sponsor of the related instruction.  The field office representative shall have in evidence an electronic or written Application for Certification of Completion of Apprenticeship.

When a large number of apprentices are completing at the same time from the same occupation, one application form from the sponsor can be used with an attached list of pertinent information for the completing apprentices.  When the sponsor has more than one occupation or more than one employer, the sponsor should complete separate forms for each occupation and employer, follow the procedure above.



The occupation identified, must be the occupation title as listed in the most current List of Officially Recognized Apprenticeable Occupations.  For sponsors who use a slightly different occupational title, OA staff may use the sponsor’s title as long as the officially recognized occupational title is included in parenthesis under the sponsor’s occupational title.  Please see attached “sample” for reference.



The term “journeyman, journeyworker, journeyperson, etc.” should not be included in the occupational title.  These terms are used to describe a level of competency rather than an occupational title.



In rare instances where a program sponsor may utilize such a term above in their occupational title and that terminology is consistently used within their organization and training materials, OA staff may use that terminology on the sponsor’s occupational title as long as the officially recognized occupational title is listed in parenthesis under the sponsor’s title.  The practice of using a level of competency in the occupational title should be discouraged when possible.



The sponsor’s name on the Certificate of Completion of Apprenticeship shall be as it is registered and approved in their apprenticeship standards.



The date completed shall be the date of completion as indicated on the request form.



Issuance of Replacement OA Certificate of Completion of Apprenticeship



Replacement certificate requests shall be verified with undeniable proof that an original certificate was either issued or requested by the sponsor.  This shall be verified through OA’s records or the program sponsor’s records.  In the event a field office has no proof, yet a program sponsor does, or vice versa, a copy of that proof shall be sent to the field office and included in the program folder.  The term “Replacement Certificate” shall be printed in 12 pt. font size on the replacement certificate in the space centered between the last line of type and the U.S. Department of Labor seal.



The Certificate of Completion of Apprenticeship shall not be used for any other purpose than completion of a Registered Apprenticeship program.
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AFFIRMATIVE ACTION PLAN
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AS REQUIRED UNDER TITLE 29, CODE OF FEDERAL REGULATIONS, PART 30





DEVELOPED IN COOPERATION WITH THE

U.S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP









APPROVED BY:  _________________________________________________________

REGISTRATION AGENCY





DATE APPROVED:  _______________________________
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SECTION I - INTRODUCTION



The sponsor enters this affirmative action plan (AAP) in good faith to promote equality of opportunity in its registered apprenticeship program.  If women and/or minorities are underutilized in the apprenticeship program, the sponsor seeks to increase the recruitment of qualified women and/or minorities for possible selection into the apprenticeship program.  The sponsor hereby adopts the equal opportunity pledge located in Section II and the AAP.



This AAP is a supplement to the apprenticeship standards.  Any changes made by the sponsor to the AAP will become part of this written AAP, once approved by the Registration Agency.





SECTION II - EQUAL OPPORTUNITY PLEDGE 



The sponsor commits to the following equal opportunity pledge:



“The recruitment, selection, employment, and training of apprentices during their apprenticeship shall be without discrimination because of race, color, religion, national origin, or sex.  The sponsor will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under 29 of the Code of Federal Regulations, § 30.”





SECTION III - ANALYSES AND GOALS



To ensure full utilization of minorities and women in the apprenticeship program, the sponsor will conduct analyses to determine whether minorities and/or females are being underutilized and, if they are, will establish appropriate goals for the full utilization of minorities and/or women in apprenticeship.  To determine whether underutilization exists, the sponsor will analyze at least the following five factors: 



The size of the working age minority and female (minority and nonminority) population in the program sponsor’s labor market area;

The size of the minority and female (minority and nonminority) labor force in the program sponsor’s labor market area;

The percentage of minority and female (minority and nonminority) participation as apprentices in the particular occupation as compared with the percentage of minorities and women (minority and nonminority) in the labor force in the program sponsor’s labor market area;

The percentage of minority and female (minority and nonminority) participation as journeyworkers employed by the employer or employers participating in the program as compared with the percentage of minorities and women (minority and nonminority) in the sponsor’s labor market area and the extent to which the sponsor should be expected to correct any deficiencies through the achievement of goals for the selection of apprentices; and 

The general availability of minorities and women (minority and nonminority) with present or potential capacity for apprenticeship in the program sponsor’s labor market area.  







Underutilization exists if there are fewer minorities and/or women in the registered occupation(s) in the sponsor’s apprenticeship program than would reasonably be expected in view of all relevant factors.  If the sponsor detects underutilization of minorities and/or women in its apprenticeship program in the registered occupation(s), it will establish goals for the selection of minority and/or female applicants.  (For further instructions, see the attached affirmative action plan workforce analysis worksheet.)  The sponsor will make good-faith efforts to meet its goals.





SECTION IV - OUTREACH AND POSITIVE RECRUITMENT- 29 CFR § 30.4(c)



The sponsor will undertake appropriate outreach and positive recruitment efforts that would reasonably be expected to increase minorities’ and women’s participation in apprenticeship by expanding the opportunities of minorities and women to become eligible for apprenticeship selection.  The sponsor will set forth the specific steps it intends to take under each selected effort below.  The sponsor will undertake a significant number of activities to enable it to meet its obligations under 29 CFR § 30.4(c).



The sponsor will disseminate information concerning the nature of the apprenticeship, requirements for admission to apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship applications, and its equal opportunity policy to the following:

Registration Agency

(X) Women’s centers

Local schools

(X) Employment service offices 

Other outreach programs and community organizations, including those that can effectively reach minorities and women

(X) Social media outlets (Facebook, Twitter, Instagram, LinkedIn, etc.) 	



1.		Sponsors of programs accepting applications only at specified intervals must disseminate the above information at least 30 days in advance of the earliest date for application at each interval.

2.		Sponsors of programs customarily receiving applications throughout the year must disseminate the above information regularly, not less than semiannually.



	The sponsor will participate in annual workshops conducted by employment service agencies for the purpose of familiarizing school, employment service, and other appropriate personnel with the apprenticeship program and current opportunities.



	The sponsor will cooperate with local school boards and vocational educational systems to develop programs for preparing students to meet the standards and criteria required to qualify for entry into the apprenticeship program.



	The sponsor will communicate its equal opportunity policy internally in such a manner as to foster understanding, acceptance, and support of the policy among the sponsor’s various officers, supervisors, employees, and members  and to encourage such persons to take the necessary action to aid in meeting its obligation under 29 CFR § 30.



	The sponsor will engage in programs such as outreach for the positive recruitment and preparation of potential applicants for apprenticeships; where appropriate and feasible, 





such programs will provide for pretesting experience and training.  In initiating and conducting these programs, the sponsor may be required to work with other sponsors and appropriate community organizations.  The sponsor will also initiate programs to prepare women and encourage women to enter traditionally male programs. 



	The sponsor will encourage the establishment and utilization of programs of pre-apprenticeship, preparatory occupational training, or others designed to afford related work experience or prepare candidates for apprenticeship.  The sponsor will make appropriate provisions in its AAP to assure that those who complete such programs are afforded full and equal opportunity for admission into the apprenticeship program.



	The sponsor will utilize journeyworkers to assist in the implementation of its AAP.



	The sponsor will grant advance standing or credit based on previously acquired experience, training, skills, or aptitude for all applicants equally.



	The sponsor will take other appropriate action to ensure that the recruitment, selection, employment, and training of apprentices during their apprenticeship will be without discrimination because of race, color, religion, national origin, or sex (e.g., general publication of apprenticeship opportunities and advantages in advertisements, industry reports, articles, etc.; use of present minority and women apprentices and journeyworkers as recruiters; career counseling; periodic auditing of AAPs and activities; and development of reasonable procedures to ensure equal employment opportunity, including reporting systems, on-site reviews, and briefing sessions).



For each item checked in Section IV, describe in detail each specific step that the sponsor will undertake to fulfill that outreach and recruitment step:

The Sponsor will undertake appropriate outreach and positive recruitment to Women’s Centers and Employment Services Offices to increase minorities and womens enrollment in the program. The HTA utilizes social media outlets such as FaceBook, Twitter, and LinkedIn to publicize its programs and outreach to the community.



 (Add pages as necessary)





SECTION V - ANNUAL REVIEW OF AFFIRMATIVE ACTION PLAN



The sponsor will make an annual review of its current AAP and its overall effectiveness and will institute any revisions or modifications warranted.  The review will analyze the affirmative action steps (independently and collectively) taken by the sponsor to evaluate their effectiveness in ensuring equal opportunity in all aspects of apprenticeship, including recruitment, selection, employment, and training.  The sponsor will continually monitor these processes in order to identify and address any barriers to equal opportunity.  This may require that the sponsor identify the need for new affirmative action efforts and/or deletion of ineffective existing activities.  All changes to the AAP must be submitted to the Registration Agency for approval.  




SECTION VI - OFFICIAL ADOPTION



The Hospitality Training Academy (HTA) hereby officially adopts this Affirmative Action Plan on this _____1____ day of (February/2017).



Sponsor(s) may designate the appropriate person(s) to sign the standards on their behalf.



___________________/s/_______________________		_______________/s/______________________

Signature of Management (designee)		Signature of Labor (designee)





Adine Forman					Adine Forman

_____________________________________________		_____________________________________

Printed Name					Printed Name







_______________________________________________		_____________________________________

Signature of Management (designee)		Signature of Labor (designee)







_____________________________________________		_____________________________________

Printed Name					Printed Name

 


AFFIRMATIVE ACTION PLAN

WORKFORCE ANALYSIS WORKSHEET



A.	SPONSOR INFORMATION

		Program Number:

			



		Name of Sponsor:

		Hospitality Training Academy (HTA)



		Address:

		130 S. Alvarado Street, 2nd Floor, Los Angeles, CA 90057



		City/State/Zip Code:

		Los Angeles, CA 90057



		Contact Person:

		Adine Forman



		Phone Number: 310-597-1898

		Fax Number:



		E-Mail Address:

		adine.Forman@LAHTA.org







B.	OCCUPATIONAL INFORMATION

		Occupation Title:

		Chef de Partie/Line Cook 



		RAPIDS Code:

[image: ]

		O*NET-SOC Code:

[image: ]



		Type of Selection Method Used:   xSelection on basis of rank from pool of eligible applicants 

                                                          Random selection from pool of eligible applicants

                                                          Selection from pool of current employees

                                                          Alternative selection



		Labor Market Area Description:         State           SMA            County







C.	LABOR MARKET AREA AND OCCUPATIONAL PARTICIPATION DATA

		C.1. Total Labor Force in Labor Market Area*



		Number of women:

		

		% of labor force



		Number of minorities:

		

		% of labor force



		C.2. Working Age Population in Labor Market Area*



		Number of women:

		

		% of labor force



		Number of minorities:

		

		% of labor force



		C.3. Apprentice Participation in Occupation in National Apprenticeship System*



		Number of women:

		

		% of apprentices



		Number of minorities:

		

		% of apprentices



		C.4. General Availability of Minorities and Women with the Present or Potential Capacity for Apprenticeship in relevant Labor Market Area**



		Number of women:

		



		Number of minorities:

		









D.	SPONSOR’S WORKFORCE DATA

		D.1. Total Number of Journeyworkers Employed

		0



		Number of women:

		

		% of work force



		Number of minorities:

		

		% of work force



		D.2. Total Percentage of Apprentices or of Applicant Pool (Depending on Selection Method Used)



		Percentage of women apprentices or 
women in applicant pool:

		

		

%



		Percentage of minority apprentices or minorities in applicant pool:

		

		

% 











E.	ADDITIONAL RESOURCE DATA FOR CONSIDERATION IN ESTABLISHING GOALS

		

Industry Source Data

		Minority rate of participation

		Female rate of participation



		E.1. Registered Apprenticeship Partners Information Data System (RAPIDS)***

		

		



		E.2. EEOC Occupational Employment Data****

		

		









F.	DETERMINATION OF UTILIZATION

		Analysis

		Yes

		No



		Minority underutilization:

		

		



		Female underutilization:

		

		









G.	SPONSOR’S GOALS

The program sponsor proposes and agrees to make a good-faith effort to attain the goal of selecting ________ % minorities and/or ________ % women during the next EEO review cycle.  These goals will not be used to discriminate against any qualified applicant based on race, color, religion, national origin, or sex.  



The number of new apprentices to be hired during the next year (or selection period) is estimated to be _________.



H.	REGISTRATION AGENCY APPROVAL



Sponsor					Registration Agency



___________________________			___________________________________

Sponsor’s Signature				Registration Agency Signature



Adine Forman					

Typed Name					Typed Name



Executive Director				___________________________________

Title						Title

___________________________			___________________________________

Date Signed					Date Signed



Resources for obtaining labor market information:



*	http://bls.gov/

**	Program sponsors may use any reasonable method to propose the entries for “The General Availability of Minorities and Women with the Present or Potential Capacity for Apprenticeship,” including relying on the data recorded in Section C.1 for “Total Labor Force,” C.2 for “Working Age Population,” and C.3 for “Apprentice Participation in Occupation.”

***	RAPIDS data available from Registration Agency.

****	http://www.census.gov/eeo2000/index.html




Instructions for Completing This Worksheet

The purpose of this workforce analysis worksheet is to establish a benchmark against which the demographic composition of the sponsor’s apprenticeship program can be compared.  The sponsor must separately determine the availability of minorities and women for each occupational title represented by the program.  In determining availability, the sponsor must consider, at the very least, the factors identified at 29 CFR § 30.4(e) in order to determine whether barriers to equal employment opportunity may exist within a particular occupational title.  



Part A	The sponsor information section may be prepared by the sponsor representative or servicing Registration Agency representative.



Part B	Occupational information must be taken from the registered program standards and may be prepared by the sponsor representative or servicing Registration Agency representative.  A workforce analysis worksheet must be completed for each occupational title identified.



Part C	The sponsor must use the most current and discrete statistical data available in determining availability estimates for the labor market area specified in Part B.  Census data is one example of an appropriate source of statistical information.  Other sources include data from local job service offices and data from colleges and other training institutions.  Where possible, the Registration Agency has provided examples of appropriate sources of data.

	

For the purpose of this section, the term “labor force” is defined to include both those individuals who are employed and those who are unemployed but looking for employment.  The term “working age population” means persons ages 16 years and over whether or not they are currently in the labor force or looking for employment.



Part D	The program sponsor must provide current workforce data as described in Part D.  If the sponsor utilizes either selection method 29 CFR § 30.5(b)(1) or (2), the data in D.2 must reflect the pool of eligible applicants from which selections are made.  If the sponsor utilizes either selection method 29 CFR § 30.5(b)(3) or (4), the data in D.2 must reflect the apprentices currently registered in the program.



Part E	Additional resource data for consideration in establishing reasonable goals will be provided by the Registration Agency.  These data will provide a snapshot of the national labor force for the given occupation title.



Part F	Utilizing the data found in Parts C, D, and E, the sponsor will determine and record whether minorities and/or women are underutilized.



Part G	If the sponsor’s analyses determine that minorities and/or women are underutilized, the sponsor, utilizing the resource data found in Parts C, D, and E, will establish goals that are reasonable in consideration of the results that could be expected from its good-faith efforts to make its overall affirmative action program successful.  The Registration Agency will assess the proposed goals for minorities and/or women and, if they are found to be reasonable and attainable, will approve the sponsor’s goals.  The Registration Agency will not approve proposed goals for minorities and/or women that are lower than the current participation rates in the program.  



AFFIRMATIVE ACTION PLAN

WORKFORCE ANALYSIS WORKSHEET



A.	SPONSOR INFORMATION

		Program Number:

			



		Name of Sponsor:

		Hospitality Training Academy (HTA)



		Address:

		130 S. Alvarado Street, 2nd Floor, Los Angeles, CA 90057



		City/State/Zip Code:

		Los Angeles, CA 90057



		Contact Person:

		Adine Forman



		Phone Number: 310-597-1898

		Fax Number:



		E-Mail Address:

		adine.Forman@LAHTA.org







B.	OCCUPATIONAL INFORMATION

		Occupation Title:

		Housekeeper/Room Attendant



		RAPIDS Code:

[image: ]

		O*NET-SOC Code:

[image: ]



		Type of Selection Method Used:   xSelection on basis of rank from pool of eligible applicants 

                                                          Random selection from pool of eligible applicants

                                                          Selection from pool of current employees

                                                          Alternative selection



		Labor Market Area Description:         State           SMA            County







C.	LABOR MARKET AREA AND OCCUPATIONAL PARTICIPATION DATA

		C.1. Total Labor Force in Labor Market Area*



		Number of women:

		

		% of labor force



		Number of minorities:

		

		% of labor force



		C.2. Working Age Population in Labor Market Area*



		Number of women:

		

		% of labor force



		Number of minorities:

		

		% of labor force



		C.3. Apprentice Participation in Occupation in National Apprenticeship System*



		Number of women:

		

		% of apprentices



		Number of minorities:

		

		% of apprentices



		C.4. General Availability of Minorities and Women with the Present or Potential Capacity for Apprenticeship in relevant Labor Market Area**



		Number of women:

		



		Number of minorities:

		









D.	SPONSOR’S WORKFORCE DATA

		D.1. Total Number of Journeyworkers Employed

		0



		Number of women:

		

		% of work force



		Number of minorities:

		

		% of work force



		D.2. Total Percentage of Apprentices or of Applicant Pool (Depending on Selection Method Used)



		Percentage of women apprentices or 
women in applicant pool:

		

		

%



		Percentage of minority apprentices or minorities in applicant pool:

		

		

% 











E.	ADDITIONAL RESOURCE DATA FOR CONSIDERATION IN ESTABLISHING GOALS

		

Industry Source Data

		Minority rate of participation

		Female rate of participation



		E.1. Registered Apprenticeship Partners Information Data System (RAPIDS)***

		

		



		E.2. EEOC Occupational Employment Data****

		

		









F.	DETERMINATION OF UTILIZATION

		Analysis

		Yes

		No



		Minority underutilization:

		

		



		Female underutilization:

		

		









G.	SPONSOR’S GOALS

The program sponsor proposes and agrees to make a good-faith effort to attain the goal of selecting ________ % minorities and/or ________ % women during the next EEO review cycle.  These goals will not be used to discriminate against any qualified applicant based on race, color, religion, national origin, or sex.  



The number of new apprentices to be hired during the next year (or selection period) is estimated to be _________.



H.	REGISTRATION AGENCY APPROVAL



Sponsor					Registration Agency



___________________________			___________________________________

Sponsor’s Signature				Registration Agency Signature



Adine Forman					

Typed Name					Typed Name



Executive Director				___________________________________

Title						Title

___________________________			___________________________________

Date Signed					Date Signed



Resources for obtaining labor market information:



*	http://bls.gov/

**	Program sponsors may use any reasonable method to propose the entries for “The General Availability of Minorities and Women with the Present or Potential Capacity for Apprenticeship,” including relying on the data recorded in Section C.1 for “Total Labor Force,” C.2 for “Working Age Population,” and C.3 for “Apprentice Participation in Occupation.”

***	RAPIDS data available from Registration Agency.

****	http://www.census.gov/eeo2000/index.html




Instructions for Completing This Worksheet

The purpose of this workforce analysis worksheet is to establish a benchmark against which the demographic composition of the sponsor’s apprenticeship program can be compared.  The sponsor must separately determine the availability of minorities and women for each occupational title represented by the program.  In determining availability, the sponsor must consider, at the very least, the factors identified at 29 CFR § 30.4(e) in order to determine whether barriers to equal employment opportunity may exist within a particular occupational title.  



Part A	The sponsor information section may be prepared by the sponsor representative or servicing Registration Agency representative.



Part B	Occupational information must be taken from the registered program standards and may be prepared by the sponsor representative or servicing Registration Agency representative.  A workforce analysis worksheet must be completed for each occupational title identified.



Part C	The sponsor must use the most current and discrete statistical data available in determining availability estimates for the labor market area specified in Part B.  Census data is one example of an appropriate source of statistical information.  Other sources include data from local job service offices and data from colleges and other training institutions.  Where possible, the Registration Agency has provided examples of appropriate sources of data.

	

For the purpose of this section, the term “labor force” is defined to include both those individuals who are employed and those who are unemployed but looking for employment.  The term “working age population” means persons ages 16 years and over whether or not they are currently in the labor force or looking for employment.



Part D	The program sponsor must provide current workforce data as described in Part D.  If the sponsor utilizes either selection method 29 CFR § 30.5(b)(1) or (2), the data in D.2 must reflect the pool of eligible applicants from which selections are made.  If the sponsor utilizes either selection method 29 CFR § 30.5(b)(3) or (4), the data in D.2 must reflect the apprentices currently registered in the program.



Part E	Additional resource data for consideration in establishing reasonable goals will be provided by the Registration Agency.  These data will provide a snapshot of the national labor force for the given occupation title.



Part F	Utilizing the data found in Parts C, D, and E, the sponsor will determine and record whether minorities and/or women are underutilized.



Part G	If the sponsor’s analyses determine that minorities and/or women are underutilized, the sponsor, utilizing the resource data found in Parts C, D, and E, will establish goals that are reasonable in consideration of the results that could be expected from its good-faith efforts to make its overall affirmative action program successful.  The Registration Agency will assess the proposed goals for minorities and/or women and, if they are found to be reasonable and attainable, will approve the sponsor’s goals.  The Registration Agency will not approve proposed goals for minorities and/or women that are lower than the current participation rates in the program.  
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DEVELOPED IN COOPERATION WITH THE

U.S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP





APPROVED BY:  _______________________________________

REGISTRATION AGENCY



DATE APPROVED:  ____________________________________





The certification of this selection procedure is not a determination that, when implemented, it meets the requirements of the Uniform Guidelines on Employee Selection Procedures (41 CFR § 60-3) or 29 CFR § 30.  Note that selection procedures may need to be modified to provide reasonable accommodations to qualified individuals with disabilities.
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SECTION I - MINIMUM QUALIFICATIONS (EXAMPLES)



Applicants will meet the following minimum qualifications.  These qualification standards, and the score required on any standard for admission to the applicant pool, must be directly related to job performance, as shown by a statistical relationship between the score required for admission to the pool and performance in the apprenticeship program: 

A. Age 

Minimum qualifications required by the sponsor for persons entering the apprenticeship program, with an eligible starting age not less than 18 years.

B. Education

A high school diploma, General Educational Development (GED) equivalency or other high school equivalency credential is required.  

C. Physical 

Applicants will be physically capable of performing the essential functions of the apprenticeship program, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others.





SECTION II - APPLICATION PROCEDURES (EXAMPLES)



A.	Applicants will be accepted at least one month before the operation of the apprenticeship program. Every person requesting an application will have one made available upon signing the applicant log.



B.	All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant 

log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.



C.	Before completing the application, each applicant will be required to review the Apprenticeship Standards and will be provided information about the program.  If the applicant has any additional questions on the qualifications or needs additional information to complete the application, it will be provided by the sponsor.



D.	Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute receipt of a completed application.

E.	Completed applications will be checked for minimum qualifications.  Applicants deficient in one or more qualifications or requirements or making false statements on their applications will be notified in writing of their disqualification and of the appeal rights available to them.  No further processing of such applications will be taken.



F.	Applicants meeting the minimum qualifications and submitting the required documents will be notified where and when to appear for an interview (if applicable).





SECTION III - SELECTION PROCEDURES (EXAMPLES)



Sponsor must select one (1) of the following:



	Alternative selection methods



The sponsor may select apprentices by any other method, including its present selection method, provided that the sponsor meets the requirements listed in 29 CFR § 30.5(b)(4).



	Selection on basis of rank from pool of eligible applicants

[bookmark: b_1_i]

The sponsor may select apprentices from a pool of eligible applicants on the basis of the rank order of their scores on one or more qualification standards where there is a significant statistical relationship between rank order of scores and performance in the apprenticeship program.  The selection of any qualification standards beyond minimum legal working age, the use of oral interviews, the notification of applicants, and the establishment of goals for the admission of minorities and women (minority and nonminority) into the pool of eligibles must proceed in accordance with the requirements of 29 CFR § 30.5(b)(1).



	Random selection from pool of eligible applicants

[bookmark: b_2_i]

The sponsor may select apprentices from a pool of eligible applicants on a random basis.  The method of random selection is subject to approval by the U.S. Department of Labor.  Supervision of the random selection process shall be by an impartial person or persons selected by the sponsor but not associated with the administration of the apprenticeship program.  The time and place of the selection, and the number of apprentices to be selected, shall be announced.  The place of the selection shall be open to all applicants and the public.  The names of apprentices drawn by this method shall be posted immediately following the selection at the program sponsor's place of business. 



	Selection from pool of current employees

[bookmark: b_3_i]

The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor in a manner prescribed by a collective bargaining agreement where such exists or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR § 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 





SECTION IV - DIRECT ENTRY



Sponsors that wish to invoke the direct entry provision may do so without regard to the existing selection procedure or minimum qualifications used for entry into the apprenticeship program.  Individuals selected into the apprenticeship program via direct entry shall include only those individuals described below who have received training or employment in an occupation directly or indirectly related to the occupation(s) registered in these Standards.  The sponsor will award credit for previous experience in accordance with Section XII of these standards and will pay each apprentice at the wage rate commensurate with his or her skill attainment.  The credit for previous experience shall be awarded without regard to race, color, religion, national origin, or sex.  The methods for direct entry are as follows:



Sponsor must select the one’s they will use



	A youth who has completed a Job Corps training program in any occupation covered in these Standards and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The sponsor will evaluate the 



Job Corps training received to grant appropriate credit on the term of apprenticeship.  Entry of Job Corps graduates will be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program.)



	A youth who has completed a YouthBuild training program in any occupation covered in these Standards and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program, or if no apprentice opening is available, the YouthBuild graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The sponsor will evaluate the YouthBuild training received to grant appropriate credit on the term of apprenticeship.  Entry of YouthBuild graduates will be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program.)



	A military veteran who is registered with the Helmets to Hardhats program or has completed military technical training school and/or participated in a registered apprenticeship program or related occupation while in the military in the occupations registered in the hospitality industry may be given direct entry into the apprenticeship program.  The sponsor shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate.  The sponsor will determine what training requirements the veteran needs to meet to ensure he or she receives all necessary training for completion of the apprenticeship program.  Applicants must submit a DD-214 to verify military training and/or experience if they are a veteran and wish to receive consideration for such training/experience.  Entry of military veterans shall be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program.)



	A former inmate of the U.S. Department of Justice Bureau of Prisons (BOP) who has participated in or successfully completed a specific BOP apprenticeship program may be given direct entry into the apprenticeship program.  Sponsors agreeing to admit such individuals into apprenticeship must do so without regard to present minimum qualifications, eligibility lists, or scores on written apprenticeship entrance tests.  Entry into the program by this method shall be done without regard to race, color, religion, national origin, or sex.  (Note:  This is a method of direct entry into the apprenticeship program.)



	An employee of a non-signatory employer not qualifying as a journeyworker when the employer becomes signatory will be evaluated by the sponsor in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training.  Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures.  Entry into the program by this method shall be done without regard to race, color, religion, national origin, or sex.  (Note:  This is a method of direct entry into the apprenticeship program.)



	An individual who signs an authorization card during an organizing effort wherein 51% or more of the employees have signed authorization cards, whether or not the employer becomes signatory, and is an employee of the non-signatory employer and does not qualify as a journeyworker, will be evaluated in accordance with the procedures for the granting of credit for previous experience and registered by the sponsor at the appropriate period of apprenticeship based on previous work experience and related training.  Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures.  Entry into the program through this method shall be done without regard to race, color, religion, national origin, or sex.  (Note:  This is a method of direct entry into the apprenticeship program.)



For such an applicant to be considered, he or she must meet the following requirements:



Be employed in the sponsor’s jurisdiction when the authorization card is signed;

Have been employed by the employer before the organizational effort commenced;

Have been offered the opportunity to sign an authorization card and be evaluated along with all other employees of the employer; and

Provide reliable documentation to the sponsor to show he or she was an employee performing hospitality work prior to signing the authorization card.



A senior citizen who has completed a Senior Community Service Employment Program (SCSEP) pre-apprenticeship training program in any health care occupation covered in these standards and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program, or if no apprentice opening is available, the SCSEP graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The sponsor will evaluate the SCSEP training received to grant appropriate credit on the term of apprenticeship.  Entry of SCSEP graduates will be done without regard to race, color, religion, national origin, or sex.  (Note:  This is a method of direct entry into the apprenticeship program for the health care industry.)



An individual who has completed a structured pre-apprenticeship training program that meets the requirements outlined in Training and Employment Notice 13-12, Defining a Quality Pre-Apprenticeship Program and Related Tools and Resources, in any occupational area covered in these standards of apprenticeship and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program.  The candidate shall provide official documentation confirming that he or she fulfilled the specific requirements of the pre-apprenticeship program, such as completion/graduation certificates, transcripts, notarized letters of confirmation, and sworn statements.  



The sponsor will evaluate the training received to grant appropriate credit on the term of apprenticeship.  Entry of pre-apprenticeship candidates shall be done without regard to race, color, religion, national origin, or sex.  (Note:  This is a method of direct entry into the apprenticeship program.)





SECTION V - COMPLAINT PROCEDURE



Any apprentice or applicant for apprenticeship who believes that he/she has been discriminated against on the basis of race, color, religion, national origin, or sex with regard to apprenticeship or that the equal opportunity standards with respect to his or her selection have not been followed in the operation of an apprenticeship program may, personally or through an authorized representative, file a complaint with the Registration Agency or, at the apprentice or applicant’s election, with the private review body established by the sponsor (if applicable).  



The complaint will be in writing and will be signed by the complainant.  It must include the name, address, and telephone number of the person allegedly discriminated against, the sponsor involved, and a brief description of the circumstances of the failure to apply equal opportunity standards.

The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.  In the case of a complaint filed directly with the review body designated by the sponsor to review such complaints, any referral of such complaint by the complainant to the Registration Agency must occur within the time limitation stated above or 30 days from the final decision of such review body, whichever is later.  The time may be extended by the Registration Agency for good cause shown.



Complaints of discrimination and failure to follow equal opportunity standards in the apprenticeship program may be filed and processed under 29 CFR § 30 and the procedures as set forth above.



The sponsor will provide written notice of its complaint procedure to all applicants for apprenticeship and all apprentices.





SECTION VI - MAINTENANCE OF APPLICATION AND SELECTION RECORDS



The sponsor will keep adequate records, including a summary of the qualifications of each applicant; the basis for evaluation and for selection or rejection of each applicant; the records pertaining to interviews of applicants; the original application for each applicant; information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination; rates of pay or other forms of compensation or conditions of work; hours including hours of work and, separately, hours of 

training provided; and any other records pertinent to a determination of compliance with 29 CFR § 30, as may be required by the U.S. Department of Labor.  



The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and women (minority and nonminority) participants.



Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analyses made pursuant to the requirements of 29 CFR § 30.4.  Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR § 30.5(b). 



If applicants are interviewed during the selection process, adequate records include a brief summary of each interview and the conclusions on each of the specific factors - e.g., motivation, ambition, and willingness to accept direction - that are part of the total judgment.



Records will be maintained for 5 years from the date of last action and made available upon request to the U.S. Department of Labor or other authorized representative.











SECTION VII - OFFICIAL ADOPTION OF SELECTION PROCEDURES



The Hospitality Training Academy hereby officially adopt these selection procedures on this  _____1____day of (February/2017).



Sponsor(s) may designate the appropriate person(s) to sign the standards on their behalf.







_________________/s/__________________________		_________________/s/____________________

Signature of Management (designee)		Signature of Labor (designee)



Adine Forman						Adine Forman

_____________________________________________		_____________________________________

Printed Name						Printed Name







______________________________________________		______________________________________

Signature of Management (designee)		Signature of Labor (designee)





_____________________________________________		_____________________________________

Printed Name						Printed Name
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