
HOSP 369 Hospitality Internship
Spring 2026

Instructor:	Craig Webster
Office:  	AT 239
Phone:  	(765) 285-5940, office
E-mail: 	cwebster3@bsu.edu 
Text: No textbook is used for this course
[bookmark: _Hlk186909405]Office Hours: by appointment
Meeting times: as negotiated by students and their worksite supervisor

Course Description: 
Hospitality Innovation & Leadership (HIL) majors are required to complete HOSP 369, Hospitality Internship. Provides the opportunity for the student to work in established internship setting to gain professional experience in one’s specific area study.  Prerequisites: HOSP 147; HOSP 222; HOSP 250; HOSP 287; and MCOB 200; documented experience of at least 400 hours in a food, event/meeting, or hotel establishment in a customer-service position.  Hours must have been accumulated within prior 4 years; documented attendance of internship meeting prior to registering for the course is required, and permission of internship director or department chairperson.


	Course Student Learning Outcomes
	UCC Cognitive Skills

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• recognize the responsibilities of an educated person to self, family, community, country, and the world 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• accept the responsibility to act on their principles 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• adapt to change 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• work with others to overcome obstacles to communication, building consensus for action 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• communicate effectively—in oral, visual, and written modes, and in more than one language (natural and/or symbolic) 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• adopt habits of mind for continuous inquiry about themselves, others, and the world 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• act responsibly given the dangers to and the fragility of the natural environment 

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• make and act on a commitment to health and wellness



Assessment of Learning Outcomes
	Course SLOs
	UCC Cognitive Skills
	Assessment Methods

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• recognize the responsibilities of an educated person to self, family, community, country, and the world 
	Written report - Defining the job responsibility with the internship site

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• accept the responsibility to act on their principles 
	Onsite evaluation by internship supervisor - Performing the task as described and expected in a professional manner that is adequate in the professional field

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• adapt to change 
	Written report - Exploring the industry through interview and reflecting on their own personal profile

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• work with others to overcome obstacles to communication, building consensus for action 
	Onsite evaluation by internship supervisor - Performing the task as described and expected in a professional manner that is adequate in the professional field

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• communicate effectively—in oral, visual, and written modes, and in more than one language (natural and/or symbolic) 
	Onsite evaluation by internship supervisor - Performing the task as described and expected in a professional manner that is adequate in the professional field associated with customers, colleagues, and employers

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• adopt habits of mind for continuous inquiry about themselves, others, and the world 
	Written report - Reflecting on their internship experience through journals

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• act responsibly given the dangers to and the fragility of the natural environment 
	Onsite evaluation by internship supervisor - Practicing ethical behavior appropriate to a professional working in the field

	Apply classroom experiences to a workplace setting and practice ethical behavior appropriate to a professional working in the field
	• make and act on a commitment to health and wellness
	Written report - Reflecting on their internship experience and suggesting goals and preparation for the future



Course Evaluation:
As a student, you will have the usual opportunity to evaluate this course at the end of the semester, but I feel this is too late to benefit you. Your comments will be welcomed and greatly appreciated.

University Statement
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State's Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu. 
Freedom of Expression
In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge. 
Title IX
Ball State University is committed to providing a safe and inclusive learning environment for all students. If you or someone you know has experienced sexual harassment—including sexual assault, dating violence, domestic violence, or stalking, please know that you are not alone. The University offers support services and resources. For more information or to report an incident, please visit bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu.
As your instructor, I am a mandatory reporter under the Title IX policy and required to report any information I receive about possible sexual harassment. This includes information shared in class discussions, assignments, or private conversations. 
What happens after I report? The Title IX Coordinator will email the person who experienced sexual harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet with the Title IX Coordinator, 
· Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or referrals to campus offices), review the policy, and discuss options to move forward. 
· If a complaint is filed by the complainant or the University, an investigation will begin following University policy. 
University Grade Appeal Policy 
If you believe you received a final course grade that does not reflect your performance due to fairness or a procedural issue, you have the right to file an appeal within 5 school days after final grades are posted by the Office of the Registrar. Review the University Grade Appeal Policy and Process.
Student Academic Ethics Policy 
Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the VPAA’s academic integrity website (Students tab) for resources on understanding academic integrity, citing sources properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic integrity expectations and students’ rights, please read the University Student Academic Ethics Policy.  
Academic integrity violations include giving or receiving an unfair academic advantage (cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying academic records. Unless otherwise indicated, you must work independently by yourself. Check with me if you are unsure whether something constitutes academic dishonesty. Examples of academic integrity violations include but are not limited to:   
· Using resources not authorized by the faculty member (including devices, AI tools, hidden notes, and open books)  
· Using commercial study websites to find answers to graded assignments (Chegg, Course Hero, StudyPool, OneClass, etc.).  
· Without the instructor’s written permission, giving away, buying, or selling graded assignments class notes, exams, study guides, or other course materials to other students or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.). 
· Working with another person on any assignment other than authorized group projects.  
· Sharing or allowing others to access your files, whether done with permission or not.  
· Reusing your own work from another semester, course, or section.  
· Sharing answers with others during exams (passing notes, texting, whispering, gesturing)  
· Discussing exam questions and answers with students who have not taken the exam.  
· Soliciting others to complete work for you. 
Some Use of Generative AI Permitted Under Some Circumstances or With Explicit Permission  
During this class, we may use ChatGPT or other generative AI applications. You will be informed as to when, where, and how these tools are permitted to be used, along with guidance for attribution. [Indicate your expectations regarding use of applications with AI built-in features]. Any use outside of this permission constitutes a violation of Ball State University’s Student Academic Ethics Policy. 
The Learning Center 
The Learning Center offers free Tutoring and Academic Coaching for many courses at Ball State. Students can make appointments for online (Zoom) or in-person (NQ 350) appointments. To make an appointment, visit myballstate.bsu.edu and click on “Navigate” in the Academic Tools section, or just go directly to bsu.navigate.eab.com.  
Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center.  
Supplemental Instruction is available in select courses. If you have an SI leader for your course, that person will provide students with information the first week of school regarding weekly study sessions. For more information about Learning Center programming, visit bsu.edu/learningcenter or call 765-285-1006. Follow us on Instagram: BallStateLC.  
The Writing Center 
All writers improve with practice and feedback, so as a student in this course, you are encouraged to use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the evenings, or online during any of our regularly scheduled hours) to get additional feedback on your writing.  
The Writing Center offers free planning, feedback, and accountability sessions (in person and online) to all students composing essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free appointment to discuss your writing, go to bsu.edu/writingcenter. Online and in-person appointments are available; however, plan ahead because appointments book quickly! 
The Basic Needs Hub 
If you are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Basic Needs Hub. The Basic Needs Hub has information, resources, and provides individualized support to students. To talk with a supportive staff member about your experience, receive one on one assistance, or learn more about resources, you can submit a Basic Needs Assistance Form.  
The Counseling Center  
The Ball State University Counseling Center offers free and confidential services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact us at 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental health concerns, including thoughts of self-harm and/or suicide.  
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work with a therapist to create a plan that will connect you with resources that best fit your needs. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources, including a direct link to our website, can be found here. 
The Speaking Center  
The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message.  
The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on Zoom. Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment. 


Attendance Policy: 
You are required to attend regularly and actively participate in this course.   

Important Notes
· I reserve the right to make changes to the syllabus throughout the semester.  This enables me the flexibility to cater the class better to your needs and interests and to take advantage of fieldtrip opportunities and guest speaker opportunities that may arise. 
· I do not talk to parents about this class, I talk to you.  


Course Calendar[footnoteRef:1] [1:  This calendar is illustrative and your specific due dates will be drawn up in accordance to what students outline in Form C at the beginning of the semester. Also note that summer semesters are shorter, so it will normally have to be completed within a ten week period.] 

	Week 
	Weekly Requirements/Notes

	1: 
	Form C Due

	2: 
	Assignment 1 Due

	3:  
	Journal 1 Due

	4: 
	

	5: 
	Assignment 2 Due

	6: 
	Journal 2 Due

	7: 
	

	8: 
	Assignment 3 (Part One) Due
Midterm Evaluation Due

	9: 
	Journal 3 Due

	10: 
	

	11: 
	Assignment 3 (Part Two) Due

	12: 
	Journal 4 Due

	13: 
	Assignment 4 (Part One) Due

	14: 
	

	15: 
	Journal 5 Due

	16:
	Final Evaluation Due




Objectives of the Food or Hospitality Management Internship

After completion of the internship, students will have the following:
1. Researched and reported on the historical development of the facility where they interned.
2. Identified the organizational structure of the operation and pointed out strengths and weaknesses.
3. Described the primary function(s) of the operation and reported on how they were achieved.
4. Performed at least one of the main functions at the internship site.
5. Identified the typical customer/client relationship.
6. Interviewed a professional with a job similar to the student's desired position upon graduation.
7. Researched and evaluated two companies with open positions correlating with the student's skill sets.


[bookmark: When]Please note that the internship packet may be updated based on the program's need; you should always use the most recent updated version available (generally posted on the Canvas course site by the faculty).

When Should I Complete My Internship? 
Ideally, your internship should be completed as your degree's culminating experience; therefore, the best time is the summer before your senior year. However, you may discuss your plan to complete your internship with your academic advisor and the internship director. 

Please also note that one internship may not be used to complete the requirements of another internship program. If you have any questions regarding this policy, please discuss them with the internship director before committing to the employer.   

[bookmark: Where]Where May I Complete My Internship?
The internship for HIL majors may be completed in most hospitality establishments. Appropriate places would include restaurants, hotels, visitor bureaus, catering operations, convention centers, bakeries, test kitchens, special event companies, and other hospitality businesses (traditionally defined). The selection should align with your career interests. However, it is ALWAYS a good practice to check with the internship director whether or not the business and the position would qualify for the internship.

[bookmark: How]How Do I Find My Internship Position?
You are responsible for obtaining the position to complete the internship course requirements. You are encouraged to use the internship as an opportunity to acquire experience and exposure to future career opportunities in which you may want to work upon graduation. It is also an excellent opportunity to explore different career options if you are unsure what to do post-graduation.   The time to start looking for a position varies, but networking and position searching should begin early to identify a meaningful internship opportunity.  

In general, you should earnestly start your internship search during the fall semester of your junior year at the latest. It is beneficial, but may not be practical, that you secure a position before the mandatory internship meeting and have not nearly met all the internship prerequisites. It is also not an ideal situation to wait until the last minute to secure an internship, resulting in a delay in completing the internship. 

An excellent resource for securing internship possibilities is the BSU Career Center:  http://www.bsu.edu/students/careers/. The staff in the center are career and internship specialists who can help you create a resume, provide interview tips, and taped interview practice. They also can help you locate an internship in-state, out-of-state, or abroad. It is highly recommended that you visit the Career Center in Lucinda Hall, Room 220. Appointments are available so that you do not have to wait around. 

You should have a current resume and a cover letter ready to give to potential employers. Your resume is your most important tool to secure placement, and attention to developing and updating your resume is highly stressed. It would help if you either visit the desired establishment in person to obtain your contacts and/or email your cover letter and resume to the establishment's head manager and then make a follow-up call to discuss the possibility of setting up an interview.

[bookmark: Meeting]Internship Meeting 
There is at least one internship orientation meeting held each semester. You must attend to register for the internship. We will review the internship packet and discuss prerequisites, assignments, and other important information for you to complete your internship during this session. Please make sure that you sign the attendance sheet at the meeting. The attendance record will be kept on file for verification.    

[bookmark: Prerequisites]What Are the Internship Prerequisites?
Academic Prerequisite
· HOSP 147 Foodservice Sanitation  
· HOSP 222 Commercial Food Operation
· HOSP 250 Lodging Management
· HOSP 287/376 Introduction to Event Management
· MCOB 200 Job Search Skills 

Professional Prerequisite
· Documented attendance of internship meeting 
· Documented proof of 400 hours in food, event/meeting, or hotel establishments (traditionally defined) directly interacting with customers. 
· Hours must have been accumulated within the prior four years of your internship and approved only by the internship director
· Employment documents can be your pay stub or employment letter from your direct supervisor that lists your work hours. However, a tax document, such as W2, is not valid.
· Any hours accumulated associated with Maplewood Mansion Learning Lab (MMLL) can be counted as a part of the 400 hours.

[bookmark: HoursExample]Work Experience Hours (examples) 
The hours can be paid or unpaid (written documentation required on business letterhead or pay stub showing hours worked).
· Waitress/waiter
· Event planner organizing events -this includes working with non-profit organizations such as student clubs, churches, community groups
· Hotel front desk
· Food preparation
· Hostess
· Fast food restaurant
· Campus catering
· Customer service not related to the hospitality industry is capped at 100 hours
If you are unsure whether the position is qualified, please get in touch with the internship director for verification.

[bookmark: Application]How Do I Sign Up for the Internship?
You must follow the following procedure before receiving permission to register for the class.
a. Application Step 1: Internship Application Form (online)
Please make sure that you answer every question as detail as you can. Any missing and/or incorrect information may delay the review process. It is strongly encouraged that you have secured an internship first, then fills out the application. In addition, if you fill out the application multiple times, any previous attempts will not be recorded. Whenever filling out the application form, please complete every question.   

b. Application Step 2: Contact the Internship Director
· Email the internship director and indicate that you have completed the application. Please also attach your work experience proof (i.e., pay stub) in the email.
· Scan your employment record and save it as a single PDF file only. If you have multiple employment documents, please make sure you combine them into a single PDF file. The file should be named Last Name, First Name (Employment Record). 
Ex: Smith, Rick (Employment Record)   
c. University policy places the course over both the first and the second summer sessions (not just the first or second session, but the entire summer session, even though it is only one course). In the fall or spring semesters, the course is reflected in that semester schedule.

After reviewing your documents, the internship director will make a decision on your application based on (1) whether you have met all the prerequisites, (2) whether you have found an appropriate position for the internship, and (3) whether the application itself is complete without any missing material. A HIL faculty will be assigned to be your internship advisor. After the department administrator enters your information into the system, you will receive an email alerting you to register. You will then register for the course through Banner. You will not be allowed to register until the internship director has reviewed and approved the whole application. Also, you must begin your internship in the semester you register.

[bookmark: AfterRegistration]What Happen After My Internship Registration
After the course registration through Banner, you should make sure that you follow your internship advisor's instructions and submit the following documents on Canvas. 

1. INTERNSHIP CONTRACT [Form C]:  You are responsible for setting the due dates for your internship assignments within the guidelines established by your internship advisor. The internship contract IS DUE NO LATER THAN 2 WEEKS AFTER YOU START YOUR INTERNSHIP. Additionally, the form should be submitted to your internship advisor through CANVAS. 

2. ASSIGNMENTS/JOURNALS: There are five assignments and five journals for HOSP 369. You are responsible for submitting your assignments/journals before the due dates listed on Form C. Additional information about the assignments/journals is listed in the following sections. All assignment/journal submission is your responsibility and should be completed through CANVAS.
a. The submission should have a sequential pattern to reflect your progress in the internship. Therefore, they should be spread out from each other. A recommendation for the submission is 
(1) the first assignment/journal reflecting the first 20% of your internship experience (0~40 internship hours); 
(2) the second assignment/journal reflecting the second 20% of your internship experience (41~80 internship hours);
(3) the third assignment/journal reflecting the third 20% of your internship experience (81~120 internship hours); 
(4) the fourth assignment/journal reflecting the fourth 20% of your internship experience (121~160 internship hours);
(5) the fifth assignment/journal reflecting the last 20% of your internship experience (161~200 internship hours);     
  
3. INTERNSHIP EVALUATIONS [Form D-1 and D-2] AND WORK HOURS [Form E]: Before a grade can be given, the employer evaluations and verification of hours worked form must be completed and returned to your internship advisor through CANVAS. You are responsible for getting your direct work supervisor to finish the forms. Your supervisor should also be personally signed and dated by your supervisor. A typed signature is not valid, and the form(s) will be returned for resubmission. 




[bookmark: Incomplete]What Happens If I Cannot Finish My Internship (Incomplete)
If you cannot complete HOSP 369 in the semester you are registered for; you must discuss this situation with your internship advisor as soon as possible. You and your internship advisor will determine when you must finish the course requirements, at which time the incomplete will be changed to the appropriate grade. It is possible to be given an incomplete if the situation warrants it. An incomplete will not negatively affect your GPA.  

However, if the internship is the last course or one of the last courses before graduating from BSU, an incomplete may affect your actual graduation. Thus, it is highly recommended that you let your internship advisor know as soon as possible if it is unlikely to accumulate 200 hours before the end of the semester.

IF THE COURSE IS NOT COMPLETED BY THE FOLLOWING SEMESTER, THE "I" WILL BE CHANGED TO "F" AUTOMATICALLY. ALL REQUIREMENTS MUST BE COMPLETED AND SENT TO YOUR INTERNSHIP ADVISOR ONE WEEK BEFORE THE END OF THE SEMESTER.

[bookmark: _top][bookmark: Grading]Grading [Total points 400]
Assignments		100 points		372+ 	      A	         320-332      B-		267-279    D+   
Journal			100 points		360-371     A-	         307-319      C+	            254-266    D
Mid-term evaluation	100 points		347-359     B+	         294-306      C		240-253    D-    
End-term evaluation	100 points		333-346     B	         280-293      C-		      ≤239   F

The internship requires completing 200 hours of on-the-job internship experience and verifying hours worked at the end of the program. While completing these hours, you will also complete five written assignments with specific topics and a series of journals recording your internship experience and your reflection on those activities. It is required that these assignments be submitted to your internship advisor via CANVAS. This is 50% of your grade.

Your immediate manager/employer will complete two evaluations of your job performance (a mid-evaluation and a final evaluation). You will be held accountable to remind your supervisor to complete and submit the internship performance evaluations on a timely basis and obtain verification of hours worked. You will be responsible for forwarding the original performance evaluations and documented hours signed by management to the internship advisor through CANVAS as soon as they are completed. 

A typed signature is not valid for all documents requiring signatures from your supervisors. The documents have to be personally signed and dated by your supervisor. After receiving the documents from your supervisor, you need to scan them as a PDF file and submit them through CANVAS.

Suppose you are having problems with your onsite internship supervisor. In that case, these issues MUST be brought to your internship advisor's (=BSU Faculty) attention before the end of the internship when the final evaluation is completed. Email your internship advisor ASAP if problems arise.

Assignment and journal grading will use the rubric listed on Form F. You will be given feedback promptly regarding assignments and journal entries.   



[bookmark: AssignmentGeneral]INTERNSHIP ASSIGNMENTS

Directions:

1. You will submit your assignments and journals to your internship advisor through CANVAS when completing your internship requirements.
 
2. Read through each of the five assignments to see if you have any questions before beginning your internship. Ask your internship advisor to clarify points you are unsure about; you must complete the assignment as instructed.

3. Complete the internship contract (Form C) for your assignments with due dates. 
Submit your internship contract (Form C) to your internship advisor through CANVAS as soon as you have decided on your assignment dates. This will be done no later than two weeks after starting your internship. Keep a copy on hand for future reference.

4. Late journals and assignments (based on your contract dates on Form C) will not receive full credit. So, you must remain on schedule with completing the assignments and journals.

5. The five assignments' total points equal 100 (each is worth 20), and the journal entries' total points equal 100 (each is worth 20). All your assignments and journals must be word-processed and saved as a word document. 

6. Your internship advisor will not return the assignments/journals. You will receive feedback and a grade via CANVAS soon after submitting the assignment.

7. Please keep a copy of all the materials you send to your internship advisor. Things get lost in cyberspace, but your internship advisor cannot grade what they do not have. Protect yourself by having a copy of everything that you send.

8. These assignments and journals document the chronicle of your internship experience. Thus, assignments and journals should be submitted in a sequence instead of all together at the end of the semester. Your internship advisor should notify you when is the last date that you must turn in everything for a letter grade for your internship.


[bookmark: JournalGeneral]Journal Entries

Journal entries are a requirement and are reflective of the 200 hours that you complete for your internship. 

Journals (Single Space)
All journals will be word-processed and written in essay form. Grammar and spelling count and points will be deducted for slang, misspelled words, and improper use of grammar. Journal entries will vary in length depending on what happened that week (or a few weeks), but no essay will be shorter than 1 page. Journals are to use 1-inch margins, single-spaced, and Times New Roman Font 12. Failure to comply with formatting will result in a point deduction.   

In your journal, please address the following appropriate topics:

· Give a summary of what happened during your workweek(s).
· What did you learn? How would you implement what you learned into your future management style?
· Describe your peer-employee, supervisor, and/or customer interactions.
· What positive results occurred? What would you do differently if given a chance to do it again?
· Did you receive praise or recognition?
· How has the past week's experience influenced your thinking? Has the past week's experience influenced you to move forward in your chosen career path, or have you reconsidered an alternative career? If so, how? 
· Please do not write your journal in bullet-point format. If you do so, your journal will receive no grade at all.



[bookmark: AssignmentDetail]Assignment Detail Description

Assignment #1: History of your internship facility (minimum 1 page single-spaced, 1-inch margins, Times New Roman 12 font)
This assignment aims to help you learn your employer's business history. You need to know as much about the organization and the people you work with.

Write a brief history (go back as far as possible) and then show the establishment's present organization.  
1. How did it start, and how large has it grown?  
2. What is the mission statement of the organization? 
3. Is the mission followed in the day-to-day business interactions?  
4. What are the future goals of the organization?
5. Is the business part of a chain?  
6. Where are the business headquarters? If a chain lists other locations where the chain operates. 
7. Are there policies in place that the chain operator must comply with? 
8. Does the local manager find some of these regulations counterproductive?
9. If you work in an independent business, what are some advantages and disadvantages of this business format?

Assignment #2:  Job Responsibilities and Growth Potential (minimum 1 page single-spaced, 1-inch margins, Times New Roman 12 font)

This assignment aims to look at career paths in your organization and evaluate how your present situation could lead to a management career with this organization.

Your responsibilities will vary significantly from one student to another during the internship, depending on your interests and prior experience. Therefore, please write a research report in which you discuss the following questions:
1. What is your job title? What are your primary responsibilities?  
2. What are the training and education qualifications expected for your job? What kinds of work experience are expected of someone in your position? 
3. Do you meet the qualifications and experience expected for the position that you are in?
4. How many other people have the same responsibilities as you do? What was their training and education in preparation for their jobs? What experience did they have before getting their present jobs? Are they more qualified for the position than you are?
5. Does this company offer management opportunities to someone of your background? Does management with this company seem attractive to you? Why or why not?
6. What training, education, and experience do the current managers have?
7. How was the wage determined? What is the wage range for someone in your position in your organization? 
a. You need to seek this information from your onsite supervisor. Remember, you are not asking them about their salary. Instead, you can pose the question: how much can someone in my position entering your establishment expect to earn annually in the beginning? Do you think that is competitive in the marketplace? Based on what you have heard, does a management position seem attractive to you from a financial perspective?



Assignment #3:  
Part I Customer Relations
(minimum 1-page single-spaced, 1-inch margins, Times New Roman 12 font)
1. Who are the customers of the operations? Profile those customers you consider to be the organization's typical customer market.
2. Do you work directly with the customers of the operation? If so, describe your interactions with these customers.
3. If you do not work directly with the customers, with whom do you work? Describe your interactions with these individuals.
4. Describe the philosophy or attitude of the organization toward its customers. Some organizations "tolerate" customers, while others will do anything to satisfy customers. Where do you believe your organization fits into this scenario? Give examples.
5. How are new employees made aware of customer service policies? Are there formal training sessions? If so, describe. If not, do you think a formal training session would have benefitted you? Did you experience difficult customers? How was the situation handled? Did your supervisor get involved in solving the dispute? Were you surprised by the outcome? If yes, give examples.

Part II Management Operations 
(minimum 1-page single-spaced, 1-inch margins, Times New Roman 12 font)
As a student completing an internship, you will not usually be involved in many of the facility's management activities. However, since you are preparing for a management position following graduation, you should become familiar with various aspects of management responsibilities. This assignment may take some preliminary research, including interviews; therefore, give yourself additional time for this assignment.

1. Describe who makes short- and long-term plans for the operation and how these decisions are made. Describe how day-by-day decisions for the operation are made. Who makes them? Who is in charge of personnel or human resources?
2. Do supervisors come from entry-level positions, or are they hired from the outside? What is the turnover rate, that is: what percentage of entry-level supervisory staff leaves the company over a month or a year? Does the management work towards keeping this turnover number low (for example, improving morale and working respectfully towards all workers)? What is the turnover percentage rate for management? Why, in your opinion, is this high/low?
3. What changes would you make if you were suddenly placed in charge of this operation? Why?



Assignment #4:  Preparing for the Future 

Part I Interview
(Minimum 1-page single-spaced, 1-inch margins, Times New Roman 12 font).
Interview someone currently working on some aspect of the hospitality or food-management industry. It is beneficial to interview someone with the entry-level supervisory/management position you seek because this is probably where you will begin straight out of college. Write a summary of the interview for this assignment. Some questions to ask in the interview are:

1. What is the job description? Describe the duties and responsibilities of this position. What is the chain of command?
2. What are the special talents or capabilities that someone in this position needs? Do you have these skills, or would you need to work to develop these talents?
3. What background and experiences help support securing the position you are seeking? Include both education and work experience.
4. What are some of the sacrifices one must be willing to make for this position? (Consider time spent on the job, hours you must be willing to work, etc.)
5. What are the working conditions of the job? Does the work include travel or an opportunity for extra income, such as a bonus?
6. What is the compensation for a job of this type? (You should only ask for an entry-level salary range – do not ask the person for his/her specific salary!)  What kinds of benefits are provided?

Part II Personal Profile 
(Minimum 1-page single-spaced, 1-inch margins, Times New Roman font)
This exercise aims to prepare for a job interview and write an honest and self-reflective profile of yourself (both positive and issues to improve). A profile lists those strengths and characteristics you believe you have that define your management style. You can use these characteristics to draw upon as you go through the interview process. Consider how you would respond if asked to describe yourself or identify your strengths and weaknesses. Be sure to include areas to work on, not just I am a perfectionist. Think about the skills you have right now and the skills you still need to obtain. Consider personality traits beneficial to managing and areas you may need to work towards. Also, consider if managing is for you or prefer to be the team member rather than the team leader.







Assignment #5: Career Readiness (minimum 1-page single-spaced, 1-inch margins, Times New Roman font)

Find two possible organizations on the web with which you might submit your resume for a future job. These organizations must be related to the hospitality or food-management industry. If a current opening exists, address your answers below to that open position.
 
(1) Name the organization, copy their web page URL, and use it as a heading.
(2) Please explain why you chose this business and why you think it is a good match for you (e.g., what skills and experience do you have that make this organization a good fit for you).
(3) Now research both companies and answer the below questions. 
a. What are their missions? 
b. What are their business/operation philosophies? 
c. Can you tell if their ethics matches yours and is a good fit? If not, how will this unknown influence your professional satisfaction? 
d. Have they been cited in social media or the newspaper for wrongdoing? Would you still consider the position? 
e. Decide which company fits you better, and write at least a paragraph explaining why.







 


[bookmark: FormC][Form C]
INTERNSHIP CONTRACT FORM & GRADING SHEET
 


Student's Name	                                                             

Directions:  	In consultation with your onsite supervisor to complete the following plan. This will indicate the due dates for your assignments. Keep one copy for your records, and the original must be emailed to your internship advisor within two weeks of starting the internship. Each assignment and journal is worth 20 points.

ASSIGNMENT				DATE DUE	   DATE	      SCORE	  SCORE 
							   RECV'D	   Assignment   Journal

1) History of operation and journal							








2) Job responsibilities and growth			   	

     	potential and journal									





3) Customer relations, management 
operations, and journal			   	

4) Preparing for the Future and journal			   						




	





5) Career readiness and journal		   					
     




Mid-term Evaluation [Form D-1]							     	
	
Final Evaluation [Form D-2]								                






Work log (200h) signed and received [Form E]				
		

							
      Final Score/ Grade	    
								         		


Student Signature/Date
(can be typed in)  								

                                                					 	
I agree that the above contract is my schedule for submitting internship assignments for my internship advisor.							               
    
[bookmark: FormD1]KEEP ONE COPY FOR YOUR RECORDS AND RETURN THE ORIGINAL COPY TO YOUR INTERNSHIP ADVISOR THROUGH CANVAS AS A DIGITAL FILE NO LATER THAN 2 WEEKS AFTER YOU START WORK. 


[Form D-1]
Mid-Program Evaluation of Internship
Please return the form to the student with your physical signature and discuss the evaluation with the student




Student's Name 							Date  

	Criteria
	Category
	Superior

5pts
	Very
Good
4.5pts
	Good

4pts 
	Average

3.5pts
	Fair

3pts
	Poor

2pts
	Does Not Apply

	Job Performance  
	

	
	Execution of duties
	
	
	
	
	
	
	

	
	Carries out instructions
	
	
	
	
	
	
	

	
	Concern for-profit and costs
	
	
	
	
	
	
	

	
	Quantity of work
	
	
	
	
	
	
	

	
	Quality of work
	
	
	
	
	
	
	

	
	Understands & follows instructions
	
	
	
	
	
	
	

	
	Goes beyond requirements
	
	
	
	
	
	
	

	Attitude
	

	
	Enthusiasm
	
	
	
	
	
	
	

	
	Initiative
	
	
	
	
	
	
	

	
	Self-confidence
	
	
	
	
	
	
	

	
	Accepts constructive criticism
	
	
	
	
	
	
	

	Abilities
	

	
	Relates to guests 
	
	
	
	
	
	
	

	
	Relates to supervisors
	
	
	
	
	
	
	

	
	Relates to peers
	
	
	
	
	
	
	

	
	Relates to subordinates
	
	
	
	
	
	
	

	
	Writing ability
	
	
	
	
	
	
	

	
	Listening ability
	
	
	
	
	
	
	

	
	Speaking ability
	
	
	
	
	
	
	

	Appearance
	

	
	Professionally groomed
	
	
	
	
	
	
	

	
	Properly attired
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	


Further Comments:						    









Signature/date of supervisor


[bookmark: FormD2][Form D-2]
Final Evaluation of Internship 
Please return the form to the student with your physical signature and discuss the evaluation with the student


Name of Student  							    


Employer's Name    									
Please print

	Criteria
	Superior

10 pts
	Very
Good
9pts
	Good

8pts
	Average

7pts
	Fair

6pts
	Poor

5pts

	Positively responded to mid-term evaluation and made performance corrections

	
	
	
	
	
	

	Strives to accomplish quality work on the job
	
	
	
	
	
	

	Shows initiative in seeking responsibility and enthusiasm in carrying out tasks
	
	
	
	
	
	

	Demonstrates ability to work compatibly with others
	
	
	
	
	
	

	Applies learned lessons in future situations
	
	
	
	
	
	

	Demonstrates leadership on the job

	
	
	
	
	
	

	Demonstrates maturity in actions
	
	
	
	
	
	

	Demonstrates decision-making/problem-solving abilities
	
	
	
	
	
	

	Demonstrates good and punctual attendance
	
	
	
	
	
	

	Demonstrates good written and/or oral communication skills
	
	
	
	
	
	


What strengths does this intern possess that would make him/her a good candidate for success in the field?




What weaknesses should the intern strive to overcome?  

										
										
										
Signature of Supervisor /Date 



[bookmark: FormE]

[Form E]


HOSP 369 Internship 			Student's Name 


Record of Hours Worked		         Company's Name  

The student must maintain a record of hours worked for internship requirements.
A minimum of 200 intern hours must be recorded and returned to the advisor one week before the end of the semester with all other assignments. 

The completed record of a minimum of 200 intern hours must be verified and signed by the student's supervisor WITH physical signature.

Week #       Sun          Mon          Tues          Wed          Thu          Fri          Sat          Total	
1



2


3



10*
9
8
7
6
5
4

As the intern's immediate supervisor, I hereby certify that the total number of hours worked by the above-named student-intern is correct.

Signed:								Date:							

















Total Hours
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 * For additional weeks, use the backside of the form. 

[bookmark: FormF][Form F]
CRITERIA FOR GRADING ASSIGNMENTS & JOURNAL
(Your advisor will provide feedback for all assignments/journals on CANVAS)
Student's Name:    Click here to enter text.		    
Date Received:      Click here to enter a date.                                                              
Assignment: 	1 ☐	2☐	3☐	4☐	   5☐
	 
	Criteria
	Points Possible
	Points earned assignment
	Points earned journal

	1
	Journals covered lessons learned and went beyond a list of tasks completed
	5
	 
	 

	2
	The assignment was completed according to the directions given, and the responses were thoughtful and comprehensive
	5
	 
	 

	3
	The assignment/journal was completed on time
	5
	 
	 

	4
	Spelling and grammar are correct, and the writing style fluid
	5
	 
	 

	5
	The overall quality of the submission
	5
	 
	 

	Totals
	 
	
	



Comments
Click here to enter text.

