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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
	

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

	Hospitality & Customer Service
	

	Define hospitality and service 
	☐ Yes          ☐ No

	Identify how providing high quality service benefits the operations 
	☐ Yes          ☐ No

	Identify the critical role teamwork plays in an operation 
	☐ Yes          ☐ No

	Recognize that quality customer service will have different definitions depending on the operation type 
	☐ Yes          ☐ No

	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

	

	Will this competency be included in the WBL training?

	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

	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

	Identify characteristics of effective written communication 
	

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

	Know how to read your guests’ needs 
	

	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

	First Impressions
	

	Describe points of interaction in service when customers form impressions 
	☐ Yes          ☐ No

	Explain how correct facility maintenance and ambiance impacts arriving guests' impressions of service quality 
	☐ Yes          ☐ No

	Explain the importance of making a positive first and last impression with a customer no matter what your position is 
	☐ Yes          ☐ No

	Explain how to greet customers in a warm, inviting manner that encourages open communication 
	☐ Yes          ☐ No

	Notice nonverbal cues that indicate a guest is unhappy with their experience and respond appropriately (bad facial expressions, not eating, etc.) 
	☐ Yes          ☐ No

	Guest Needs
	

	Identify internal and external customers 
	☐ Yes          ☐ No

	Provide quality service to both internal and external customers with an attention to friendliness, ambiance, and quality 
	☐ Yes          ☐ No

	Display a genuine interest in customer needs 
	☐ Yes          ☐ No

	Identify the basic needs and expectations of guests 
	☐ Yes          ☐ No

	Recognize some customers have special needs and/or dietary needs (allergies, proper child seating, guest with disabilities) 
	☐ Yes          ☐ No

	Describe the importance of menu knowledge when assisting customers with meal selection 
	☐ Yes          ☐ No

	Explain the importance of recognizing loyal, return customers 
	☐ Yes          ☐ No

	Products and Services
	

	Define suggestive selling, and give examples of how to do it 
	☐ Yes          ☐ No

	Describe the importance of having knowledge of the operation's product offerings, including both goods and services 
	☐ Yes          ☐ No

	Describe the importance of product knowledge in relationship to preparation of food 
	☐ Yes          ☐ No

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

	FOH Positions, Tools and Service Styles
	

	Identify Front of House (FOH) service positions and the responsibility of each 
	☐ Yes          ☐ No

	Identify the different types of tools used by servers 
	☐ Yes          ☐ No

	
	Will this competency be included in the WBL training?

	Reservations, Orders, and Payment Processing
	☐ Yes          ☐ No

	Identify the process for receiving and recording reservations and special requests 
	☐ Yes          ☐ No

	Identify how to take orders correctly  
	☐ Yes          ☐ No

	Identify how to handle cash payments 
	☐ Yes          ☐ No

	Identify how to void transactions 
	☐ Yes          ☐ No

	Identify how to process credit and debit cards properly 
	☐ Yes          ☐ No

	Identify how to handle alternative forms of payment (gift cards, coupons, loyalty cards) 
	☐ Yes          ☐ No

	Service Recovery
	

	Recognize when guests are not satisfied 
	☐ Yes          ☐ No

	Recognize the importance of customer complaints 
	☐ Yes          ☐ No

	Describe why it is important to use an appropriate, empathetic manner when working to solve customer problems in accordance with the operation's policy 
	☐ Yes          ☐ No

	Explain why rapid service recovery is important when handling a customer complaint 
	☐ Yes          ☐ No

	Identify the process for service recovery 
	☐ 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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Training Plan  –   Part 1: Occupation - Specific Competencies   

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

Hospitality & Customer Ser vice   

Define hospitality and service   ☐   Yes             ☐   No  

Identify how providing high quality service benefits the operations   ☐   Yes             ☐   No  

Identify the critical role teamwork plays in an operation   ☐   Yes             ☐   No  

Recognize that quality customer service will have different definitions depending on the  operation type   ☐   Yes             ☐   No  

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  

