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Part H.

DESCRIPTION OF CURRICULUM CHANGE

1. NEW SYLLABUS OF RECORD

L Catalog Description

HMGT 493 Internship variable class hours

0 lab hours
3 — 12 credits
(var-3-12 cr)

Prerequisites: 57 cr earned, 2.0 GPA, and completion of approved 400-hour

pre-Internship experience.

An opportunity for students to work in a supervised experience directly related to
the HMGT major. Must meet university and departmental internship
requirements. Minimum of 400 work hours required.

IL. Course Objectives

Upon completion of this course the student will be able to:

1.

apply classroom-learned hospitality management courses within a
professional hospitality operations environment.

develop their personal interpersonal communication skills by interacting
with employees and guests in the professional sector of the hospitality
industry.

enhance the content of their personal professional resume via inclusion of
experiences learned from their internship experience.

develop professional hospitality management skills that are essential for
industry employment success.

III. Detailed Course Outline

A

A minimum of 400 work hours within a professional hospitality industry
operation, either within one, single operating department or rotating
among various unit departments.



1. Submission of weekly summaries of work activities to their
HMGT faculty internship supervisor.

2. Submission of final internship report to HMGT faculty internship
Supervisor.

IV. Evaluation Methods

1. Internship Report consisting of:
a. Overview of internship site.
b. Narrative of attainment of identified internship objectives.
c. Critique of internship site.
d. Self-critique, based upon internship performance and experiences.
e. Recommendation / Non-Recommendation of establishment as a

future HMGT internship site.

f Inclusion of site supervisor evaluation.
g Inclusion of supporting materials.
2. Internship weekly work summaries.

Total possible earned points for the above — 100 Points

V. Example Grading Scale

90 - 100 A
80 - 89 B
70 - 79 C
60 — 69 D

59 and below F



Attendance Policy
There is no classroom attendance policy for this course, although HMGT

internship students are expected to report for work in accordance with the
internship site’s attendance policy and identified work schedule.

Required Textbook

There is no required textbook for this course.

Special Resource Requirements

Students should obtain a copy of the current HMGT Internship Guidelines
document from the HMGT office prior to enrolling in this course.

Out-of-pocket expenses for professional business attire may be required.
Out-of-pocket expenses for internship housing and transportation may be
required.

Bibliography

Department of Hospitality Management Internship Guideline document.

SUMMARY OF PROPOSED REVISIONS
Reduction of required minimum work hours from 440 to 400.
Reduction of course credits from 6 to 3.

Students will identify two internship objectives per enrolled internship
undergraduate credit. Minimum work hour requirement will be 400, regardless of



number of undergraduate credits scheduled. This is an objective-driven
experience versus an hour-driven one.

JUSTIFICATION FOR CHANGE

Based upon the amount of academic work required of the hospitality management
intern, primarily the maintenance of internship logs and one summary report, the
awarding of the current 6 credits for the internship experience was excessive.
Accordingly, faculty agreed that 3 credits would be more realistic for this course,
which will require 400 work hours.

OLD SYLLABUS OF RECORD
The document Procedures for Completing the HRIM 493 Internship has been
used as the syllabus of record for this course — see attached. This document,

revised to illustrate the new credit allocation, will continue to be used with the
new proposed curriculum.

LIBERAL STUDIES COURSE APPROVAL FORM

Not applicable.

Part IIL LETTER OF SUPPORT OR ACKNOWLEDGEMENT

There are no other affected departments, thus a letter of acknowledgement is not
necessary.



a ,-Depaz'ftmenvt of HOtél,',Rcstaﬁfant, &.InstitutionalvManagement

Procedures for Completing the HRIM 493 Internship

"HRIM 493 Intei?ﬁsﬁip in Hospitality Management . . . - .vér~6-12sh‘

 Prerequisites: 57sh eamed, 2.0 GPA, and completion of 'ép;):rdved 400-hour

~ . Pre-Internship

 An opportunity for students to work in a supervised experience directly related to the

HRIM major. Must meet university and departmental internship requirements. Hour
requirement is 400 hours. ' ' IR '
HRIM Internship FAQs:
Where vcan“ 'I'do‘inyf.intérnship Qand at What:type' of plac_é?- .

Your HRIM internship may be done at any geographic location, domestically or

internationially, so long as your site is a business within the hospitality industry. Itis -
‘highly recommended that you select a site that is congruent with your initial post-

graduation career- goals.

What type of an;ebmploymén:tbosiﬁon must I have for my internship?

Your ,int_enifs}vxip;pcssvitidn shoﬁld:be different than the bne yox_i,fhélgi ‘during your Pre—

 Internship experience. Internship employment positions having supervisory -

responsibilities are very desirable. You may secure internship employment in one single

~_position, or you maySecure an arrangement that will move you throughout several -

different po

)

jons. - Regardiess of which arrangement you choose it should, again, be
congruent with helping you meet your initial post-graduation career goals.

Will I get paid during my internship?

: Inteﬁnshipﬁ riiay’ be paid' or nbrvl-'pai'd.v Be sure to inquiré with your prospective site as to
‘which may be the case. , : S : '



,,’P'a'gélz' L

How many credlts dm my mternslup need to be" '

'You MUST do and: mtemshrp for six credrts “This normally will be identified on i the .

' "Banner schedulmg system as HRIM 493 Section 006.You may | take up to an addltlonal
six credits of internship while enrolled as an undergraduate at TUP, although any
mtemshnp credlts over six wﬂ! 20 towards Free Electtves

_What paperwork is requrred to do an mternshxp" :
You must attend to the followmg paperwork prxor to engagmg in your mternshxp

: 1‘. : Make sure your Pre-Internsth Form is-on ﬁle wrth the HRIM Internstup
S Coordmator See the HRIM secretanes to ﬁnd out who the Coordmator is.

2. s 'Complete an E)q)enennal Educatxon Intemshxp Apphcatlon Form. . These .
~ forms are available ini the HRIM Department ‘Office - (ACK 10). Be sure to- :
fill in: al] the requested mformatlon and stgn the form. :

3 Complete a Health Service Fee Waiver Fo orm — avallable at the HRIM -
- “Department Oﬂice if you wi]l be mtermng ata srte more than 30 rmles ﬁom e
the IUP campus , '

B 4 e Complete an Actlvrty Fee Walver Form if you w111 be re51dmg and mtemmg A
- off campus.- ‘Please read the back of this form for the: 1UP. Actmty Fee. Pohcy -
This form is also avallable in the HRIM Ofﬁce .

5. © You must schedu]e your mtemshlp via the current IUP course schedulmg
: system , .
6.  You ulust 'select Z'iuternshlp Ob)ectlves for each intemehip credit you will |

~ will be enrolled in.- For example, a 6 credit internship will reqmre that 12
objectives be selected Suggested Internshlp ‘Objectives appear in this
document. You must type FOUR copies of your Internship Objectwes one

- copy ] for your: records one copy to give to your mternshlp site supervisor, and

two copies that are to be attached to your submitted Experiential Education
Apphcatton Form aud submxtted to the HRIM Internsh1p Coordmator



SUGGESTED INTERNSHIP OBJECTIVES

T The student mtern wxll become famlhar wrth/proﬁcrent pertammg to: g

V S Hotel Front Oﬁce

o‘o‘ooo‘ooo_oj_

( Guest check—m / check-out procedures

Guest room status maintenance . -

‘Guest account foho generanon and transactlon postmg
" Guest reservation acceptance and monitoring
Front office communications operanons .
‘Hotel night audit procedures | L
- Guestroom key issuance and secunty
“Hotel emetgency procedures ' ‘
’ Relanonshlp of front oﬂice to- other hotel operatmg departments

B Housekeeping"

Guestroom cleamng procedures

: .Guestroom mspecuon procedures A
Hotel public area cleariing prowdures SO

Hotel laundry operatxons
Employee uniform issuance and mamtenance
Hotel lost and found procedures o

_Guestroom deep cleaning procedures
' Hotel linen room operations. -~ = " - -
: Housemen/ Utrhty Worker functions

| ?Hotel Sales B |

Sa]es methods/techmques used

'Adverhsmg yé promotwnal strategles used by hotel
Sales record keeping. systems used

Event servxcmg responsibnhtxes of Sales staff



Paged

Mamtenance

Mamtenance daily. routme o i
System used for prrormzmg mamtenance requests T
. Preventrve mamtenance program used

Food and Beverage

Food and beverage purchasmg system used A s ,

Food: and beverage receiving, storage;’ and 1ssuance proeedures
Food and beverage delivery (service) systems used

. Hotel catermg and special events operatrons ‘
Hotel room service: procedures S

Menu development procedures

Inventory procedures :

- Operatron of kitchen food productlon areas

. Bar/lounge operatrons ,

' Safety and samtatron procedures ,

- ',fGeneraerpérétionsﬁMenagémeﬁlév o

' Employee recrmtmg procedures - 7
Operatrons budget development procedures -
~‘Operations: cost control procedures / techmques used
A Employee schedu]mg systems used - ,
- Employee trammg and development procedures S
- Employée disciplinary system used : L

. o;‘o:j;o"‘o_ﬂjo‘ro o

‘ ‘Operatron s marketmg plan

* Operation’s Hazardous Analysis Crrtrcal Control Plan (HACCP)f': -



- to maintain and submit DAILY logs. OR WEEKLY activities surnmaries,

PageS -

ughout the course of your mtgmslnp you wxll be reqmred to mamtam a tangible

& ""A.‘record of what you do on the job.- Your HRIM facilty. supervisor will elther reqmre you :‘f o _' :

"1;.?; :performed Job tasks and. responsﬂnhhes Daﬁy logs. may be requned\ﬁtblb‘e' submltted on
oﬂictal IUP Internship Daily Log stationary; by’ email, or by another format. Weekly
required to-be submitted typed on stationary, .or memml. Your

| HRIM faculty superv}isof will 1dent1fy to you the fomm they preﬁir

" submit a proféssionally-written, detailed:illustration’/ an

" BE. SURE TO MAKE BACK-UP COPIES OF ALL CORRESPONDENCE FOR YOUR‘:""
RECORDS ST : ,

= At the completlon of; your mtemslnp you wxll be reqmred to submxt a: formal mtemshxp

. feportfo your HRIM faculty supervisor which includes the following points. . There is no .f - R

28 standardlengthofthlsreportbutkeepmmmdthalyourmtemshlplsa6cred1t -
- amdergraduate course.. Accordingly, it is expected by the HRIM faculty that you will -
ysis of your internship -~
- ‘experience. -Your. HRIM faculty supervisor will establish a due:date-for your report
' 'YOU SHOULD, MAKE A BACK-UP COPY OF. YOUR REPORT FOR YOUR
i RECORDS : .

',"“Repon Format] Outhne
L v‘r}'}.ﬁ@ﬁﬁﬁdiﬁﬁiﬁt’éﬁSﬁip-Sit’e,5 Ea

: Name of opetatxon

,'Address of operatxon o i

- Location of ‘operation. Maps encouraged. ,
'.;:”Target markets servedby operatxon 'L_ A

e e .0 @



e s et o,

e to ‘be dxscussedfmth your HRIM facu]ty superwsor

= fFor OTHER mtemshlp sxtes

: Orgamzatmnofthe Internship Site

e ;Yom']obtltl‘ S R
e Descnpnon,‘m»detall of your Job responsxbxhhes Prov1de afonnal jOb
-~ description if available’ -
- e Identification of the wageandbeneﬁts you neoelved , o
» - Operation. rganizatxonal chart illustratmg your: posmon locanon S S
- e Description of operation’s s recrmtment, selectxon, onentahon, placement, and;f/_ S
:-iramnigprocedmes i S
. Descnptxon of operation’ s employee tumover condmon and 1dentrﬁcat10n of
‘.typlcal employment opportumtmthhm theoperatlon e o
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: v:m Descnptlon ol' Intemshlp Objectxve Attamment |
| R onu are; to take each,of your selected mtemshxp objecuves mdmdually and, mn narratlve ‘

“form, descn‘be yw you attained completion of them—ie: how did you perform 4 how
a ,'does your mternshxp srte accomphsh thc ob]ectlves you selected PO

j'Llst each objectrve then provxde you:r narratxve

) IV Cnthue of lnternslnp Slte R L : A
. You are to provxde a narranve 1denufymg the strengths ’and wealmesses of tlus opcratron(;—'v e “ o
~asan educational mternshlp site — not simply.as a place ¢ of employment Be specﬂic and APRRE

4' prov1de examples ﬁom your mtemslnp that support your crmque S _ S

,'.ff:?Would you recommend thlS operatron as anmtemshlp site tO Oﬂlel' IUP HRIM StUdentS‘" o |

| V SelfCrmque

: ‘You are to provxde a narratrve 1deutrfymg as a prospectlve manager / executlve in the ,
S ‘hospttalrty mdustry based ‘upon yourmtemshlp experience,  your personal strengths and S
) 'weaknesses ‘Be speclﬁc and provxde examples from your mtemshlp to support your A

: cﬂﬁque R : e : .7::

Based upon your mtemslnp expenence, have you ehrmnated any hosprtalrty employment -

posmon(s) from further career consxderatlon" Have you identified any hosp, ta

: employment posmon(s) for continued career consrderat:on‘? What do-you: feel, 'as of the

completxon of your mtemslup expenence, your rnam area of career focus will be‘7



INTERNSHIP GRADE DJ VTERMINATION

You _wﬂl eam your mtemshlp grade based upon the followmg cntena

Reqmr comi umca‘t;on‘mth'your HRIM ﬁxculty pémsor

”{:‘Tnnely subxmssmn of dmly 1ogs / weekly sumtmmes v o 40% = R e

, "‘Slte supemsor smtemeva]uatxon " 10%

. irCompleteness,presentatlon, and tnnely sublmsswn of mtemshxp

,“VReport T R L S 40% .

100%, o .

o 'Iyour mternshlp experxence-., T TEL T




