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Council of Hotel and Restaurant Trainers

CHART Competency Training Program

Request for Proposal

The purpose of the proposal is to find a skilled individual or organization willing to design one of CHART’s trainer competencies.  There are 12 CHART Trainer Competencies in all (see list below) with three competencies to be developed by end of year 2012. They are:


1) Evaluation/Assessment

2) Process Improvement

3) Project Management
BACKGROUND:

In 2005, CHART partnered with Batrus Hollweg International (BHI), hospitality assessment and development experts, to study the competencies necessary for success across a variety of roles in hospitality training.  This resulting “Blueprint for Trainer Development” is a landmark study that breaks down the competencies necessary for each level of trainer and then identifies the behaviors necessary to achieve each competency.   

The study identifies the challenges trainers face at each level and provides solutions to those challenges. It identifies the characteristics of “winners” in the hospitality training profession. 

To gather information for the study, best practices of leading training hospitality professionals were studied and the business dynamics specific to the hospitality industry were analyzed. Training experts were interviewed individually and added input via focus groups. After best practices were identified, each job role group was surveyed to validate the findings. Core competencies were then identified and paired with associated behaviors.  Competencies defined had to have observable and measurable characteristics that included the trainers using their knowledge, and demonstrating their skills, behaviors and abilities.  

The study is broken down into four roles: Trainer, Instructional Designer, Manager and Executive/Leader. Under each role are listed three competencies important for each of those roles.  Each of those three competencies require certain behaviors be developed and mastered in order for the competency to be achieved. 
The Four Trainer Roles with each role’s three corresponding competencies

Training

Presentation Effectiveness - Completed
Participant Management - Completed
Evaluation/Assessment

Instructional Design

Technical Knowledge - Completed
Program Design - Completed
Process Improvement

Management

Operational Knowledge - Completed
Project Management

Coaching & Developing - Completed
Leadership

Communication/Influence – Completed
Business Acumen - Completed
Strategic Planning - Completed
SCOPE:

This program should be developed for a target audience of new trainers, or experienced trainers looking to improve their skills in the specific competency listed above.  Specifically, the training program should be:

· Four (4) hours in length

· Built using the behaviors identified in CHART’s Presentation Skills or Business Acumen competencies (see attached)

· Based in strong instructional design fundamentals

· Developed to include a significant amount of interactive activities

· Designed to be facilitated by an person with moderate facilitation experience

· Validated at the completion by using an individual assessment

· Completed, with all support materials, by October 31, 2007

PROPOSAL FORMAT:

Those interested in submitting a proposal are encouraged to read all material carefully and to call CHART with any questions before preparing documentation.  Parties interested in being considered for the project should submit a preliminary proposal, outlining their approach to the issue, anticipated scope and methodology for the project, and an itemized budget.  The proposal format and content should include the following:

· Abstract

· The abstract must provide an abbreviated summary of the proposed program, the general approach the developer intends to take, and an overview description of what will be produced in the final version.

· Biographical Profile And Qualifications

· The biographical profile and qualifications of all developers involved in the project are to be provided, indicating the principal, and other personnel contributing to the program.  

· Narrative

· The content of the narrative should include the following:

· The overall objective and specific aim of the program.

· Preliminary studies the researcher has completed on this topic, if any.

· Methodology to be followed, including design, measures, procedures, analysis and limitations.

· Time frame for completing the program.

· Resources available for completing the project.

· Project Budget And Line Item Explanation

· The budget and line item explanations indicating all costs associated with the development of the study.

FUNDING:
The developer of the competency workshop will be paid $3,500 upon completion of the project to the satisfaction of the CHART Board.  

SELECTION PROCESS:
The Board of Directors of CHART will review all proposals.  In the event that a decision cannot be made based upon the brief submissions, a short list of research providers will be selected and contacted.  They may be asked for additional information or a more detailed proposal, which will serve as the basis for a final decision.

Submissions of preliminary proposals should be sent by approximately Nov 10, 2011, but please contact the CHART office as soon as possible to let us know that you are submitting a proposal so we are sure to receive all before entering the decision process.  An extension of time can be given if needed.  Completed proposals can be sent to the attention of:

Tara Davey

Executive Director

Council of Hotel and Restaurant Trainers

P. O. Box 2835

Westfield, NJ  07091

TEL: 800/463-5918

E-MAIL: tara@chart.org
WEB SITE: www.chart.org 

Proposals will be reviewed and notification made around December 1, 2011.

USE OF PROGRAMS:
It is anticipated that the results of the program will be presented at one of the bi-annual conferences of CHART, at Regional Training Forums, provided through direct distribution to CHART membership and made available through the CHART web site.  CHART will retain the ownership of all original research data and program content developed under this proposal.

See Below for a description of the competencies in development.

Workshops In-Development
Descriptions

Trainer Role: Evaluation / Assessment


Simply offering training and holding classes doesn’t always translate to success. You must establish training objectives and then conduct evaluations to determine the level of success.

This workshop session will teach you how to:

· conduct a training needs assessment prior to the class to ensure that the class content addresses the training objectives

· learn about the participant’s individual strengths and challenges in order to adapt the class to their unique needs and interests

· seek confirmation that students are understanding the content throughout the class and makes adjustments to ensure a positive learning experience

· conduct evaluations at the end of each class to monitor student response and uses the information to improve future classes 

· conducts formal evaluations on the job to determine if the training is having a positive effect on changing behavior in the workplace

Manager Role: Project Management

It is critical that managers oversee projects but determine which ones take higher priority and which ones meet objectives and provide the best ROI.

The workshop will teach you how to:

· identify corporate development needs based on strategic objectives and goals

· prioritize training development based on a criteria of projects most likely to positively affect the business

· review projects based on a return on investment model, approving those that deliver positive value

· coordinate efforts of developers to ensure that projects address training needs and are developed on time and within budget

· coordinate workflow of designers / trainers to maximize team’s focus on key business objectives 

· frequently review training curriculum to ensure that the right programs are being delivered to address company’s changing needs

Instructional Designer Role: Process Improvement

Training programs need to constantly adapt to changes in the operational environment and respond to feedback and goals set by executive management.  Programs need to be evaluated to ensure they are meeting objectives and in compliance.

This session will give you the tools to do just that and:

· seek input from a variety of stakeholders on changing business needs and develops training interventions that meet their needs 

· align training curriculum with company’s strategic goals and objectives

· monitor training to ensure consistent delivery of current programs

· formally conduct evaluations of programs to ensure their effectiveness

· update programs based on current standard operating procedures 

· respond in a timely manner with solutions to operational requests

