FUNDAMENTALS OF HOTEL OPERATIONS

Fall 2007




Course: HSPM 102/ BUS 102/ NUFS 102

Thursday 18:00 – 20:45


Code # 57114/         57115/     57116

Aug 23 – Dec 10 2007                                    Class Location: BBC 225

Instructor: Barbara Ratcliffe


Office Hours: 15 mins before and after each Phone: 408.988.8411



class, during breaks, and by Appt.

E-mail: barbarar@hotelbiltmore.com

bellvas@yahoo.com


Course Description

Principles of Organization, Management and decision models applied o the tasks and challenges of Hotel Operations. Involves techniques of problem solving (including planning, organizing, staffing, directing and controlling operations) in areas of Front Office, Housekeeping, Food & Beverage, and Human Resources.

Course Objectives:

The course is designed to provide an introduction to Hotel & Lodging Management. So, by the end of the course students would have:

1. Examined the entire hotel and lodging operation and reached a more in depth understanding of the industry.

2. Studied various management functions within a hotel or lodging establishment and will be able to describe appropriate management techniques such as communication skills, delegation, problem solving and control.

3. Studied the organization and functions of the departments and will be able to state the key components of running a successful lodging establishment.

4. The final of the course, students will gain insight in to the style of property ownership, and define the role of the General Manager for each segment of the hospitality entities.

Prerequisite:

Students must have completed HSPM 001, BUS 20 or BUS 20N.

Textbook & Materials:

Hotel Operations Management, 2004 by David K. Hayes and Jack Ninemeier

ISBN: 0-13-171149-0. 2nd edition.

Class Handouts:

Class Handouts will be emailed to Students weekly. It is the students’ responsibility to check email for class materials. It is the Students’ choice whether to print out the handouts and bring them to class. A hard copy of class handouts will not be distributed in class.

In order to receive handouts in your email, please PRINT your name and email address in the sheet distributed in class. Please also write your phone numbers for emergency contact.

Course Policies:

Policies outlined in the University Undergraduate Catalogue shall be enforced as defined, Further instructor policies identifies in this syllabus shall be the governing structure for this course and shall be enforced as defined.

Written Assignments:

All assignments are due as scheduled and must be completed on a computer word processing system or no points will be awarded. No late papers will be accepted unless specific prior permission has been obtained from the instructor before the assignment is due. Assignments are due by the end of the class period and may not be emailed. Any paper left in the instructor’s mailbox must have the time and date recorded by the department secretary or other faculty member. If illness prevents one from completing an assignment, a doctor’s written verification will be necessary. Students with English as a second language, please ask a friend to proof-read all the papers. Margins must be no bigger than one inch.

Late penalties

Up to two weeks late: original points minus 10% of the student’s original points per week. The fourteenth day after deadline counts as the final day for late submission. Over two weeks late: not accepted, treated as “fail” (i.e. equivalent to “not submitted”) unless there are genuine mitigating circumstances e.g., illness supported by a doctor’s note.

Plagiarism – SJSU Policy

ACADEMIC DISHONESTY, CHEATING, PLAGIARISM SANCTIONS

At SJSU Plagiarism is the act of representing the work of another’s as one’s own (without giving appropriate credit) regardless of how that work was obtained, and submitting it to fulfill academic requirements. Plagiarism at SJSU includes but is not limited to:

1.2.1 The act of incorporating the ideas, words, sentences, paragraphs, or parts thereof, or the specific substance of another’s work, without giving appropriate credit, and representing the product as one’ own work; and

1.2.2 Representing another’s artistic/ scholarly works such as musical compositions, computer programs, photographs, paintings, drawings, sculptures or similar works as one’s own.

For entire policy go to: http://www2.sjsu.edu/leap/plagiar.htm. Click on the link ACADEMIC DISHONESTY, CHEATING, PLAGIARISM SANCTIONS.

Examinations

No Make-up exams will be given unless specific prior permission was obtained from the instructor. An illness excuse must be accompanied by a doctor’s written verification. No make-up exams and quizzes will be given once the originally schedules exams have been returned to the class.

Methods of preparation

This course will be taught primarily through lectures, discussion, guest speakers, hand-outs, visuals, and Internet.

Positive Suggestions

Make a sincere attempt to arrive on time for each class or field trip. Participate in class discussions. Hand in your best work. Ask questions, make an appointment if you are having any problems. Be proud of your accomplishments. Do the readings and homework. Take charge of your education and strengthen your knowledge. It can only pay off. 

Evaluation Methods

Infomercial Assignment 20 points, 2 pages

· Select an infomercial article, issues, or announcement from the web, newspaper, trade journal etc about the hotel business (topic will be announced in class)

· Summarize the article with appropriately referenced (works cited) information as to where you found it.

Team Project 50 points, 8-10 pages, mandatory presentation.

· Each team will be given a project assignment in class. Each team member will have a different responsibility, which will include interacting with the hospitality industry. Presentation is mandatory.

Participation
10 points

· Full participation is expected. Attendance will be taken.

Quiz

4 quizzes that are 15 points each equals to 60 points

Read chapters assigned

MIDTERM AND FINAL 50 POINTS EACH

Tests related to course materials, lectures, and videos will be given at Midterm and Final exams. See make-up policy above.

Grading

Assignment

Percentage

Points

Infomercial

8%


20

Team Project

20%


50

Participation

4%


10

Quizzes

24%


60

Midterm

20%


50

Final Exam

20%


50

Total


100%


240

Grade


Percentage

A


92.1%-100%

A-


90%-92%

B+


86.1%-89.9%

B


82.1%-86%

B-


79.1%-82%

C+


76.1%-79%

C


72.1%-76%

C-


69.1%-72%

D


64.1%-69%

F


64% or below

Fall 2007 Course Schedule


Week
Date
Details
Requirement & Reading

1
08/23/07
Administration




2
08/30/07
The Hotel Industry: Overview

The Front Office/ Revenue Management

Infomercial Assigned (20 points)
Chapters 1, 8 & 6

3
09/06/07
Housekeeping

Quiz I on Chapters 6 & 8 (15 points)
Chapter 9

4
09/13/07
Engineering &  Maintenance

Project Teams Formed (Attendance Reqd)

Term Project Assigned (50 points)
Chapter 11

5
09/20/07
Food & Beverage

Quiz II on Chapters 9 & 11 (15 points)
Chapter 10



6
09/27/07
Safety & Security

Infomercial Assignment Due


Chapter 12



7
10/04/07
Sales & Marketing

Mid-Term Review
Chapter 7

8
10/11/07
Accounting 


Chapter 5

9
10/18/07
Mid-Term (1,6,8,9,10 & 11) (50 points)


10
10/25/07
Human Resources


Chapter 4

11
11/01/07
General Manager

Quiz III on Chapters 10,12 & 7 (15 points)


Chapter 2

12
11/08/07
General Manager (Contd…)


Chapters 2 & 3

13
11/15/07
Franchise, Mgmt. Contracts & Purchasing a Hotel

Quiz IV on Chapters 4 & 5 (15 points)
Chapter 13 & 14

14
11/22/07
Thanksgiving Holiday


15
11/29/07
Term Project + Presentations


16
12/06/07
Term Project + Presentations / Final Exam Review


17
12/13/07
Final Exam Day (Comprehension) (50 pts)

5.15pm to 7.30pm 


Campus Important Dates


08/23 – First Day of Instruction


09/05 – Last day to drop courses


09/12 – Last day to add courses


12/10 – Last Day of Instruction


12/13 – Final Exam day – 1715 to 1930 hrs











