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ngher National Diploma in Tourism and Hospltallty
Management

1. Overview

The Higher National Diploma in Tourism and Hospitality Management (HNDTHM)
programme at the Sri Lanka Institute of Advanced Technological Education (SLIATE} was
developed and originated in the year 2012 with the objective of generating the middle level
Tounsm and Hospitality professionals to fill the existing human resources quota in the sector.
In ach[evmg this objective the diploma programme has been incorporated the Internship in
Tourism and Hospitality Management in the field of Tourism and Hospitality as a
compulsory course unit with the minimum duration of 15 consecutive weeks / 540hrs within a

period of six months.

The aim of their knowledge is gained from classroom based learning into real life context in
order to improve the ability of self-reflection that they experienced through internship and
learning. The students are required to gain practical experience and exposure in real life
working situations through systematic training and development in the field of Tourism and

Hospitality Management

The preferred entities for training are as follows,

. Travel Agencies
J Airlines

. Hotels (Middle or Larger scale*)

© Tourism Authorities

e« Tour Operators

. Event Management firms

. Restaurants

. Tourism Information Centers

Training institutc can be selected either by students, by the SLIATE or through NAITA_.
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Objectives

The objectives of the Internship in Tourism and Hospitality Management program of SLIATE
are; -

To make the diplomates of HNDTHM professionalized in Tourism and Hospitality.

To develop the practical skills of students in applying theory into practice.

To enhance the knowledge, skills, attitudes and mindset of diploma holder’s to face
global challenges. |

To provide students with an in-depth knowledge of the formal functional activities of a
participatory organization. |

To prepare students to engage in full time employment in their area of specialization

upon graduation.

Responsibility of Students

Every student must find a place by herself/himself or through the help of the
institution (SLIATE) and register for the internship course unit by handing over the

specified data sheet prescribed by the institute (SLIATE).

When approaching training organizations, the letter of infroduction  issued by the

Advanced Technological Institute {AT1) should be carried by the students.

- Every registered student must keep a Practical Training Record in such a manner as
prescribed by the institute (SLIATE) and the Iraining Record must be updated at the

end of each working day.

Training Record Book - The below mentioned areas should be covered in the Trainin,
g g

Record Book.

i) Cover page ind icating the name of the institute, logo, name of the book,

i} Inner cover page - the sample is given below

HNDTHM
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HNDTHM

Trainee )
Full Name -

Date of Birth
Address

Registration Number

| Tndex Number

Date of passing previous
examinations

| Contact Telephone Number

FEmail Address N

Semester 2
Semoester 3
Semester 4

Semester 5

Training Organization & Supervision

Name of the Organization

Name of Supérvising Member

Quali_fications of the Supervising |
Member

Contact Teleph_c;.ne Number

Date of Commencement of
| training

Academic Supervisor of SLIATE

| Name

Qualifications of Academic
: Supervisor

Contact Telephone Number

Email Address

Signature of Supervising Mcmber
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iii)  List of training areas to be covered
Areas to be covered during the training are given below.
Tourism

* Designing Travel Itinerary Planning & Development

» Tour Costing & Budgeting

* Transportation & Hotcl Reservation

* Applications of Marketing, Advertising, Accounting & Finance and Human
Resource Management

+ Tour Guiding & Facilitating

* Reservations and Ticketing

* Managing destinations

* Formal Organizational Communication (Use of languages: English, French,

German, Japancse)
Hospitality

* Food & Beverage Operations

¢ Restaurant & Bar Operations

e Front Office Operations

* House Keeping Operations

» Kitchen Operations

* Spa / Gymnastum Operations

¢ Engineering and Maintenance

* Laundry and linen Operations

» Meeting & Events

* Applications of Marketing, Advertising, Accounting &Finance and Human
Resource Management ’

* Entertainment & Recreation Facility Operations

4- ' SLIATE
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iv) Rules & regulation

Vi)

These rules and regulations are developed by SLIATE so as to ensure the smooth
functioning of the internship. The following are some of the general points.

'Up_bn the requests made by the students, training placements are generally
organized by SLIATE. However, the students are allowed to find their own
placements that should satisfy the requirements of SLIATE. In case of such
arrangements prior approval has to be obtained from SLIATE.

The students are required to submit their placement applications on or before
dates stipulated by SLTATE.

The students are not permitted to commence their training until tfhey sit for the
Semester Five (V) Examinations.

The students are not allowed to leave the training oifganjzation except in case
where prior approval has been obtained.

Submission of fraudulent training records will lead to an extension of the training
period. Re-commencement of training or/and any other disciplinary action that
are necessary for the students and the institution will be decided by SLIATE.

The training period should be extended on a case by case basis in the following
circumstances.

L. A student leaves the training organization without obtaj_njng the prior
approval of SLIATE,

II. A student applies for a placement through SLIATE but fails to accept the
training organization allocated for him/her by SLIATE.

Ik A student fails to provide SLIATE with full particulars of his/her Training
where the training placement has been secured by himself/herself.

The results of this module will not be released unless monthly summaries of
training records are submitted.

Instructions for registration

This should cover the allowed time frame for the commencements of training, the
need for carrying a letter of introduction issued by the academic supervisor of the

respective section of SLAITE,

Recording of work done
Student-must keep Training Record Book up to date, produced by the SLIATE.

SLIATE
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vii}

viii)

Submission of monthly training summary

Students are required to submit a monthly summary of the ._work done by
specifying relevant areas of work and number of hours worked. The following
specimen can be used for this purpose. '

Experience Categories

Tourism Hours

S

Designing Travel Itinerary Planning & Development

Tour Costing & Budgeting

W

Transpertation & Hotel Reservation

=

Applications of Marketing, Advertising, Accounting and
Human Resource Management

Tour Guiding & Facilitating

Reservations and Ticketing

Managing Destinations

® N o)

Formal Organizational Communication (Use of Languages
:English, French, German, Japanese)

9. Other {Please specify)

Hospitality

Food & Beverage Operations’ o

Restaurant & Bar Operations .

Front Office Management

House Keeping Management
Kitchen Operations '

Spa / Gymnasium Management

Engineering and Maintenance

Laundry and linen operations

RoRiRecl B TR=aY RS Nl IRl Al

. Meeting & Events

10. Entertainment & Recreation

11. Other {Please Specify)

Total Number of Hours Worked

Signature of the Student

Signature of the Supervising Member

Minimum training requirement in specified experience category

The minimum training requircment of consecutive 15 weeks/ 540 hours (90
hours = 1 credit) should be acquired in accordance with the spetified
experience categories as given above in working days.

SLIATE
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3. Responsibility of the Institute (SLIATE)

The training record should be certified by the immediate supervising member or
her/his atthorized representative of the training institution,

Name of the immediate supervisor must be provided to the institute by the student for
corresponding purpose and other administrative matters.

Upon commencement of training, students should make suie that they will have an
adequate training to cover the minimum number of training hours requirement (540
hrs.) and specified areas of training in the course within a petiod of 6 months,

The trainee may discuss and agree on the tasks/ activities with the employer.

The students are required to be punctual and they should respect and obey the
culture, values and procedures of the training organization.

The students are required to be well disciplined and behave in such a manner that
would maintain the dignity of the student and the institute,

The students are not allowetl to change the training organization from time to time
unless the prior approval of the institution (SLIATE) has been obtained.

a. A separate coordinating office should be established and suitable officers should be
appointed under the guidance of a practical training coordinator.
b. Coordinating office is mainly responsible for monitoring the internship program and
assisting students to find out suitable places for training,
c. As per the set guidelines student evaluation should be done. Marks should be
allocated as follows.
Assessment Method %o
Registration and other compliance requirement 10
Maintenance of Training Diary 10
Training Report (written & prepared by student) 20
Continuous progress Review
Progress Review (01 15 marks
Progress Review 02 15 marks 30
Certification given by the supervisor of the | 10
organization
Final VIVA test (Progress Report 11) | 20
Total inarks 100
SLIATE 7
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Method of training report evaluation

Criteria Marks allocated
Complétion of the 540 hours in relevant training areas 15
pertaining to the training entity
Overall presentation of the report (neatness, clarity, 05
adhering to guideline) N

Method of viva evaluation

Criteria Marks Allocated
Power Point Presentation ' 05 |
Communication & Presentation Skills 05
Questions & Answers (Issues/ 05
Observations/Recommendation)
Compliance with Guidelines - 05
d. A detailed guideline for monitoring and the evaluation of students should be

developed based on the above given evaluation criteria.

4. Responsibility of the Training Organization

a. Training Procedures & Process.

Training organizations are expected to provide the following to the students during
their placement at the organization.

i Provision of appropriate training facilities, equipment, workstations supplies
and materials and instructions/guidance by competent personnel and
imparting work experience for students to acquire the skill, knowledge and
attitudes required for successful efployment.

i Where possible, rotation of students in accordance with a pre-planned
schedule to ensure they obtain exposure and experience on all the modular
units applicable to their roles as an employee in an organization.

iii. Supervision of each student and evaluation of their progress during placement;

' monitoring, proper maintenance of progress records by each student; ensuring
that such records are submitted for inspection by authorized personnel of ..
SLIATE.

iv. Release students during normal working hours for activities as may be
authorized by SLIATE.
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Measuring the Learning Oufcomes

N

The aim of this module is to make the :-,tudcntq apply their knowledge gained in
classroom™ based learning into real life contexts and improve their ability on
self-reflection, they experienced through internship and learning, The following
assessment criteria should be used to assess whether students have reached the aim of
the module.

L The assessment on registration and other compliance requirements should be
fulfilled by the students.

il A review of work carried is based on training hours and areas covered by the
student by referring to training record book.

fii. A review of the certificate should be given by the supervisor of the
organization with regard to the student’s performances.

iv. The evaluation is based on a VIV A test,

Duration of Work

It should be covered within a period of 6 months from the beginning of semester 6,
However the training requirement is measured in terms of number of training hours
obtained. i.e, 540 hours.

Assessment Details

This course unit will be assessed by a combination of various methods including

Registration and other compliance requirements (10%)

These 10 marks can be allocated by referring to whether student has registered for
training within the stipulated time period by handing over the specified data shect.
The specimen of the data sheet should be prepared by the institute by including bio
data, index no, address, telephone and email address, details about the training
organization, both academic and professional qualifications acquired and any other
type of information necessary.
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Maintenance of Training Diary {10%})

‘Studénts are required to comply with guidelines provided by the training authority in

order to complete the training diary and the duly completed training diary should be

presented to the Viva asscssment.

Training Report (20%)

Training report should be developed based on the training diary and it should be in

printed form and in accordance with the guidelines provided by training authority.

Continuous progress review (20%)

| Inplant training progress would be assessed by SLIATE continuously throughout

the training program within two phases;

Phase 1 - Asscssment will be done after the completion of 08 weeks of training (Based
on Report)

Phasc 2 - Assessment will be done. after the completion of 15 weeks of training
(15 marks per each phase)

Certification given by the supervisor of the organization (40%)

The following evaluation form which covers mainly the professional expertise
gathered, confribution to the training organization and personal development in skills

and attitudes, is used to evaluate interns.

Instruction: One of the digits between 10 and 1 (inclusive of both) is to be applied to
evaluate the performance of a stludent. Supervising Member is réq_ues’red to use the
following table in order to cvaluate the student by marking “X’ in relevant cells under
the main column of “Supervisor's Marks * and against each of the ‘Performance

Evaluation’.

-10-
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' No. Performance Evaluation Supervisor's Marks ' Office
: ) ' ' 7 Use
1 Professional Expertise _
1.1 | Ability to demonstrate theoretical knowledge 112]3[4 5 6| 7 819710 o
1.2 | Ability to demonstrate technical skills 1237475 6 7/879, 10
1.3 | Knowledge of the firm’s methodologiesand | 123 4|5|6[7/8 o 10| |
| procedures - _
14 | Work efficiency and accuracy 112314 5'6]7 §(901.10
__2 Contribution to the Firm _ | ]
271 Ability to enhance client/customer rclationship 1 2 314|556 7| 87910
‘ 2.2 | Active participation in organizational activities | 1 | 213 .-4 b5 6‘ 7|8 i 9110 |
FS Development of Skills ] _ _ _
| 3.1 * Leadership skills & decision making ability 1121345 €7,8]9 10
732 Oral and written communication ability 1 2 3/4/5|/67|8!19|10
33 | Timeliness | 1(2]3 415[g718 9]0
3.4 | Ability to work as a team member 1123 | 4I 5607 819 10
. ! |
Total
Any Other COmIMCIIES: ......uouiii i ee e e,
Signature of the Supervising Mcmber/ Senior Officer Official Seal

Final VIVA Test (20%) - Base on Progress Review 11

This VIVA test should be carried out by the lecturers of the institute after completion

of training with a vicw to assess whether

the students have acquired the intended

objectives of internship. The students can be given a chance of presenting what they

have learned and giving appropriate answers to the questions asked by the assessing

team. Marks should be aliocated based on the quality of presentation at the VIVA.

SLIATE
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Viva Board comprises of following members
- Chairman
“HOD (Tourism & Hospitality Management)
- Senior Lecturer attached to the relevant Department

- Lecturer from different Department

Duration of Viva Presentation
15 minutes for cach student
- 10 minutes for the presentation

- 5 minutes for the question and answer
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