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Work-Based Learning Training Plan

Participant Name:                                                              Name of Work Site:   	

Work Site Address:                                                              Work Site Phone Number:   	

Supervisor’s Name:

 WBL Position:                                                                                  Training Start Date:  _____________________

Training End Date:  _____________________
Proposed Schedule*:

	
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat

	Start Time
	
	
	
	
	
	
	

	End Time
	
	
	
	
	
	
	


     *Schedule may be modified as needed.

Total Paid Hours per Day:                 Total WBL Hours per Week:               Starting Wage:  	



	Training Plan – Part 1: Occupation-Specific Competencies
	

	BACK OF HOUSE
	Will this competency be included in the WBL training? 

	Personal Effectiveness & Workplace Competence (Team Member Characteristics)
	

	Explain the importance of maintaining positive work relations with others to include peers, supervisors, and customers 
	☐ Yes          ☐ No

	Recognize the importance of ethical behavior, empathy, respect for diversity, and courtesy towards others 
	☐ Yes          ☐ No

	Interact respectfully and cooperatively with people of different backgrounds, ages, abilities, and experiences.
	☐ Yes          ☐ No

	Recognize the value of an environment that supports and accommodates a diversity of people, cultures, and ideas 
	☐ Yes          ☐ No

	Encourage others to share problems and successes 
	☐ Yes          ☐ No

	Explain why emotional composure and staying calm is important 
	☐ Yes          ☐ No

	Identify the value of continuous learning 
	☐ Yes          ☐ No

	Recognize the importance of professional appearance and practicing good personal hygiene 
	☐ Yes          ☐ No

	Perform work-related duties according to laws, regulations, contract provisions, and company policies 
	☐ Yes          ☐ No

	Use company time (time management) and property responsibly 
	☐ Yes          ☐ No




	
Understands basic staff roles and responsibilities in the back (kitchen) and front (service areas) of the house
	Will this competency be included in the WBL training?

	Identify a variety of different Back of House (BOH) and Front of House FOH positions and the essential duties performed
	☐ Yes          ☐ No

	Identify the basic styles of service in the industry (e.g., quick-service, fast-casual, full service, fine dining)
	☐ Yes          ☐ No

	Describe the importance of the cook role in relationship to the guest
	☐ Yes          ☐ No

	Describe the basic flow of food and service
	☐ Yes          ☐ No

	Explain the responsibility to perform other duties and responsibilities as assigned by management 
	☐ Yes          ☐ No

	Communicates effectively with customers and others
	

	Identify characteristics of professional and clear verbal communication
	☐ Yes          ☐ No

	Identify how to listen effectively and recognize the benefits of doing it
	☐ Yes          ☐ No

	Describe how to communicate in a friendly manner and the importance of eye contact
	☐ Yes          ☐ No

	Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non-accusatory manner
	☐ Yes          ☐ No

	Respond appropriately to positive and negative feedback
	☐ Yes          ☐ No

	Identify internal and external customers 
	☐ Yes          ☐ No

	Necessary steps to ensure food safety in a restaurant or foodservice operation
	

	Define foodborne illness and explain the costs associated with a foodborne illness outbreak
	☐ Yes          ☐ No

	Recognize the importance of good personal hygiene, and describe behaviors associated with it such as handwashing, reporting illnesses, etc.
	☐ Yes          ☐ No

	Define time and temperature control, and describe actions necessary to provide safe food, such as safe food storage, correct cooking temperatures, correct cooling, and the use of thermometers
	☐ Yes          ☐ No

	Define cross-contamination, and describe ways to prevent it
	☐ Yes          ☐ No

	Identify biological, chemical, and physical hazards throughout the flow of food
	☐ Yes          ☐ No

	Explain correct cleaning and sanitizing, including how, where, and when it should be done (e.g. safety equipment, goggles, gloves)
	☐ Yes          ☐ No

	Recognize food safety risks associated with high-risk populations including young children, elderly people, and people with compromised immune systems
	☐ Yes          ☐ No

	Recognize the importance of purchasing products from safe and reputable suppliers (e.g., food, equipment, chemicals, supplies)
	☐ Yes          ☐ No

	Understands the requirements for storing food properly
	

	Explain the requirements for proper labeling of food
	☐ Yes          ☐ No

	Define first-in, first-out (FIFO)
	☐ Yes          ☐ No

	Identify how to prevent cross-contamination when storing food
	☐ Yes          ☐ No

	Identify how to handle and store chemicals to prevent cross- contamination
	☐ Yes          ☐ No

	Identify how to control the time and temperature of food during storage
	☐ Yes          ☐ No

	Explain the correct storage requirements for dry, refrigerated, and frozen goods
	☐ Yes          ☐ No

	Recognize each operation may have its own receiving and storing protocols and the importance of following management standards
	☐ Yes          ☐ No

	Explain the correct storage requirements for smallwares to include utensils, plate ware, pots and pans, and knives
	☐ Yes          ☐ No




	Understands how to properly set up the cook workstation to include checking equipment, food temperature and  quality, and gathering all needed smallwares, ingredients, and supplies.
	Will this competency be included in the WBL training?

	Identify what mise en place is and how to use it effectively
	☐ Yes          ☐ No

	Identify and properly operate equipment and common culinary hand tools specific to concept (safe knife use)
	☐ Yes          ☐ No

	Assess equipment functioning and notify the appropriate supervisor if repair is needed
	☐ Yes          ☐ No

	Identify basic types of smallwares and their common uses, such as pots and pans and utensils
	☐ Yes          ☐ No

	Explain how to correctly care for knives and smallwares
	☐ Yes          ☐ No

	List the different types of knives, cutters, and slicers used in restaurants and give examples of their uses
	☐ Yes          ☐ No

	Describe the safe and correct use of knives
	☐ Yes          ☐ No

	Identify the essential tools, smallware, and equipment used when preparing food
	☐ Yes          ☐ No

	Identify tools and procedures used for prep such as checklists, prep sheets, banquet sheets, event sheets, and par levels
	☐ Yes          ☐ No

	Explain the importance of communicating with management about featured specials, product issues, and procedures
	☐ Yes          ☐ No

	Understands production and presentation methods
	

	Identify the components and functions of a standardized recipe
	☐ Yes          ☐ No

	Explain the importance of following standardized recipes
	☐ Yes          ☐ No

	Determine the different positions and functions of kitchen production
	☐ Yes          ☐ No

	Identify how to effectively communicate in the kitchen with co-workers during food production (e.g. on the line, behind, heard, how to read ticket, call backs, "all days", 86’d)
	☐ Yes          ☐ No

	Identify cooking stations, menu items, and prep procedures to ensure correct portioning, quality, cooking time, and performance standards
	☐ Yes          ☐ No

	Identify ways to determine if a food item is done cooking
	☐ Yes          ☐ No

	Record production data as assigned
	☐ Yes          ☐ No

	Describe different prepping and cooking techniques/methods used in restaurants and the food for which they are suited
	☐ Yes          ☐ No



	
Training Plan – Part 2: Restaurant Ready. Conflict Resolution & Leadership Development Competencies*

	*These competencies will be covered in the CBO workforce prep and reinforced in weekly meetings. They should also be incorporated into the WBL experience when possible.
	Will this competency be included in the WBL training? 

	Personal Responsibility
	☐ Yes          ☐ No

	Communication
	☐ Yes          ☐ No

	Attitude
	☐ Yes          ☐ No

	Learning
	☐ Yes          ☐ No

	Customer Service
	☐ Yes          ☐ No

	Emotional Control
	☐ Yes          ☐ No

	Articulates Personal Values & Feelings
	☐ Yes          ☐ No

	Listens
	☐ Yes          ☐ No

	*These competencies will be covered in the CBO workforce prep and reinforced in weekly meetings. They should also be incorporated into the WBL experience when possible.
	Will this competency be included in the WBL training?

	Utilizes a Support Network
	☐ Yes          ☐ No

	Goal Setting
	☐ Yes          ☐ No

	Scheduling
	☐ Yes          ☐ No

	Notetaking
	☐ Yes          ☐ No

	Public Speaking
	☐ Yes          ☐ No

	Teamwork
	☐ Yes          ☐ No

	Community Mapping
	☐ Yes          ☐ No



	Training Plan – Part 3 (Optional): Other work site specific competencies the employer plans to include:

	1.

	2.

	3.

	4.

	5.



The authorizing signature for the work site below certifies that the work-based learning training plan for the participant will conform to all Federal, State and Local laws and regulations, including EEO laws.

___________________________________________________________________________________________
Work Site Training Supervisor Signature 						Date                                                                                                                

___________________________________________________________________________________________
Participant Signature 									Date                                                                                                                

___________________________________________________________________________________________
Case Manager Signature                                                                                 		Date
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