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PART I - FACILITY OPERATION SKILLS

1. ATTENDANCE:  Is the client-trainee on time?  Has the client-trainee worked a minimum of eight (8) hours each day?  Did the client-trainee notify you within 30 minutes of his or her starting time of any absence and the reason for the absence?  A time sheet must be kept for each client-trainee, noting exact dates and times of work at the facility and absences, late arrivals, and early departures, if any.

2.
ATTITUDE AND PARTICIPATION:  Does the client-trainee demonstrate a positive attitude toward BEP as a vocation?  Is he or she conscientious when completing tasks; flexible when the situation calls for it; have a consistently cooperative attitude during skills training?  Does he or she interact well with others including your employees?  Is the client-trainee making a consistent effort to learn?  Does he or she demonstrate an enthusiasm and willingness to try all tasks?

3.
AREAS OF INSTRUCTION DURING THE EVALUATION PERIOD:  Client-trainees shall be rated in the following areas using the ratings symbols S for Standard (fully meets expected standards) or B for Below Standard (fails to meet expected standards).  Any rating of “Below Standard” must be explained.


Public Relations:  Is the client-trainee pleasant to customers, even if they are not pleasant in return?  Does he or she graciously receive and handle complaints or problems?  Does he or she attempt to go beyond what is expected by the customer?  Does he or she suggest other items for customers to purchase with a cheerful and positive attitude?  Are customers greeted, provided good service, and thanked for coming into the facility?  Give examples of how the client-trainee dealt with a difficult situation, if any.


Cashiering:  Does the client-trainee know the price of all products sold?  Does he or she make change accurately and quickly?  Does he or she know procedures for checking out register and setting up cash register?  Does he or she know the keys on the register?  Can he or she keep up with customer flow?  Can he or she change the tape on the register when needed?  Can he or she do daily cash reports in a timely manner?
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Opening/Closing Procedures:  Has the client-trainee demonstrated the knowledge to independently open and close the facility for business?


Kitchen Area Knowledge:  Is the client-trainee familiar with all equipment and procedures for the back service and preparation areas?  Has he or she used and cleaned the equipment?  Has he or she made salads, sandwiches, or soups, and used recipes?  Is he or she aware of the need for and use of grease traps, hoods and filters?


Service Area Knowledge:  Is the client-trainee familiar with all equipment and procedures for the front service area?  Has he or she set up and cleaned the coffee urns, soda fountain and nozzle, yogurt machine, juice dispensers, condiment counter, dining area tables and chairs, and floor drains?  Is the client-trainee familiar with the location and operation of the fire extinguishers?


Manager of the Day:  Has the client-trainee been or is he or she capable of being manager of the day at your facility?  If you were away for the day did the client-trainee run your facility?  (This may not be applicable at the beginning of on-the-job training.)


Inventory:  Is the client-trainee aware of your procedures and has he or she assisted you in ordering, checking in, stocking, storing, and purchasing the inventory?  Has the client-trainee assisted in doing a physical inventory?  Is he or she aware of how inventory is purchased and the prices of case sizes, boxes, and pounds?


Merchandising/Promotions:  Has the client-trainee demonstrated a basic awareness of quality, service, cleanliness, and value?  Is he or she aware of what this means to your facility?  Is he or she capable of being competitive with private sector vendors in the areas of planning displays and running specials?


Sanitation/Hygiene:  Is the client-trainee familiar with and able to train his or her employees in California's Health and Safety Codes relating to the cleanliness and sanitation of food preparation, serving areas, and equipment?  Is the client-trainee's personal habits and appearance appropriate for the food service industry?
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Money Management/Financial:  Is the client-trainee aware of how to manage cash flow in a facility?  Is he or she aware of food cost control, cashiering, purchasing, menu planning, labor costs, daily cash reports, balancing statements, check books, paying bills, record keeping, personnel taxes, and business accounts?

4.
EQUIPMENT AND PROCEDURES:  What equipment was the client-trainee introduced to during the evaluation period and what equipment did the client-trainee operate and maintain in a safe manner?

5.
IF THIS CLIENT-TRAINEE SUCCESSFULLY COMPLETES THE TRAINING AND BECOMES A FELLOW VENDOR, WOULD YOU PATRONIZE HIS OR HER FACILITY?  If no, what are your concerns?

6.
GENERAL COMMENTS ON CLIENT-TRAINEE'S PERFORMANCE

7.
RECOMMENDATIONS FOR IMPROVING CLIENT-TRAINEE’S PERFORMANCE:  Provide examples of how the client-trainee can improve his or her performance and specify any areas of concern.  Can you suggest areas of training that should be emphasized to enable the client-trainee to maximize his or her potential?
