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TEXT: v~ "Gl lery perational Manual " (1st & 2nd year)

REFERENCE: Texts used in Food Service | and ||, Personnel Managenent,
—_  and Banquets & Convention Sal es

OVERALL OBJECTI VES:

1) To introduce the student to the practical applications of:
ﬁl anni ng, organi zing, communicating, reporting systemused in
otel s and restaurants.

2) To develop the skills of supervising and eval uati ng student
enpl oyees fairly and constructively as it relates to quality and
quantity of work perforned. As well, evaluate the interaction
bet ween custoners and fell ow student enpl oyees.

3) To devel op an awareness of the inportance of each departnent
(sal es-stores-producti on-servi ce-accounting) and the need for
partici pat or)(1 managenent in order to insure quality products and
service in the Hospitality Industry.

METHOD:

1) Students will be rotated through various supervisory positions in
the operation of the Gallery.

2) Students will be exposed to various types of functions; _
(luncheons, dinners, buffets, cocktail parties, etc.) and will be
expected to plan, organize and execute their supervisory
responsibilities within established guidelines.

ATTENDANCE:

Attendance and participation is nost inportant as it is in the real

work environnment.  Thus, absence from neetings, functions, and

assigned duties will forfeit the right of the student to continue in
t he course. Smlarly, absence from lab or theory classes,

denonstrations, or staff neetings will forfeit the student's right to
the practical Gallery experience.

End of senester cleaning and inventory of |abs are nandatory.

Students are required to participate in three College functions:
Qulinary Show, Gournet Dinner and Presidential Dinner. Annually, the
students may be requested to participate in a community event (MR
week, Briars, etc.) at the discretion of the faculty. These events
are mandatory and students nust be prepared to schedule for them

Any three (conbination of) of the above-nentioned absences, wll
automatically result in an "R' grade and the student will be relieved
of his/her Gallery responsibilities.



“he focus of this senester will be on obtaining nanagerial skills in:

- Advertising (public relations/sales)
- Reservations

- Front Desk

- Miitre D - Duties

- Bar Manager - Duties

- @Gl lery Manager Positions

(bj ectives - Adverti sing:

After conpletion of this senmester, the student will be able to:

- Performall advertising duties required to generate sufficient
busi ness for a given Gllery function.

- Perform with the help of the Gaphics Departnent, all duties
required to produce nenus, flyers, and posters.

- Performall advertising duties both internal and external to ensure
maxi mum busi ness.

- Assist and train first year students on conputerized P.QS. (Point
of Sales) system

~fcbj ectives - Reservations:

- Enter all reservations in conputer prior to a function.
- Monitor reservations as related to seating capacity.
- Supply Maitre D wth reservation printout.

- Gall and reconfirmall reservations at |least 12 hours prior to the
function.

- otain all reservations during the function for later dates and
conpl ete inmmedi ately.

- Supervi se and assist during service.

(bj ectives - Maitre D :

- Wth Manager, neet with chef intructor to confirmmenu and
presentation

- Schedul e staff neetings prior to function to ensure know edge
regardi ng nenu, job descriptions, type of function.



- Prepare floor plan and verify with instructor at |east 2 hours
prior to function.

- Assign stations according to a prepared floor plan and schedul e
- Supervise correct set up, service and closing tasks.

- Supervi se proper service flow between Gllery and kitchen;
Gl lery and Bar.

- Communicate in a polite and proper manner with guests and enpl oyees,

- Bvaluate first year students on their perfornance during set up,
service, and cl osi ng.

- BEval uate first_year students on personal appearance, hygiene,
enotional stability and attitude.

(bj ectives - Bar Manager:

- Attend staff neetings
- Train and assist first year students in opening and cl osing tasks.

- Train and assist first year students in taking opening and cl osing
i nvent ory.

- Trgin and assist first-year students in the controls of issuing
or ders.

- Train and supervise first-year students in the proper Production of
mxed drinks as it relates to ingredients, choice of glasses and
gar ni shes.

- Oder and receive all supplies fromKitchen, and Liquor Store Room

- Account for all sales and discrepanci es.

- Eval uate Bartender poncernin%_his/her per f or mance, personal
appearance and enotional stability.



(bj ectives - @Gl lery Manager:

Attend staff neetings.
Pl an, organi ze, and execute functi on.

Supervise all of the other 2nd year assigned activities
(advertising, reservations, etc.)

Del egate or make changes in positions, if required. (Inform
| nstructor)

Maintain control of service in all departnents.

Recei ve all keys and ensure proper |ock up.

Turn over keys to instructor.

Eval uate all managers concerning their capabilities, effectiveness

I N supervision, comunication wth guests and students, personal
appear ance.



EVALUATI ON:

The student will be evaluated on the basis of the follow ng:

1. Application of Human Rel ati on and Personnel theories in dealing
Wi th students-staff.

2. Successful conpletion, according to schedule of tasks perfornmed in
specific job assignnents.

3. Maintaining the standards of quality and quantity indicated in
St udent Operational Manual .

4. Performindividual evaluations of peers based on their skills in:

a) planning e) job know edge
b) organi zi ng f) supervision

c) communi cati ng g) closing duties
d) appearance - dress h) reporting

St udent Eval uati ons;

To be submtted to Gallery Manager not later than 2 p.m of the
foll owi ng day of function.

Gal lery Manager will submt all evaluations to HR .M instructor
not later than 2 p.m of the follow ng day of function.
5) The requirenents stated under "attendance*' are part of the

eval uati on system

GRADI NG SYSTEM

A+ 90-100%

A 80- 89%
B 70- 79%
C 60- 69%

R Repeat - under 59%
AVAI LABI LI TY

Instructor is available in RoomL140, extension 437 should any student
have any difficulties or need help in upgrading their marks. Pl ease
consult tinmetable for availability.

ADDI TI ONAL | NFORVATI ON

If there is any student in this class who has need for test-taking or
aot et aki ng acconmodation, please feel free to cone and discuss this
with me.



1)

2)

3)

4)

THEME EVALUATI ON

Advertising and Pronotion a) Posters
b)  Flyers
€)  Personne
I nterior Decor a) \Walls/Tables

b) Use of Volunteers
(internal, external)

c) Menu
d) Misic
Staff Participation a) Know edge of thene and
obj ecti ves

b) Active involvenent in
t hene projection

A mm cks and/or Quest Participation

An overall projection will be given to Gallery instructor, in witing,
three weeks prior to function:

A

t herre

decor (in general)

tablecloth (colour), serviette fold, tentcards

nusi c - entertai nment

hats, pin-ons, etc.

active involvenent of first and second year students (opposite

gr oup)
active invol vement of guests

19<!)|V|eé\ﬁ"[ﬁ¥5re;5’6r‘}'%i 9"Spe presented to the instructor no later than 1

week after the function.



