PRACTICUM TRAINING GUIDELINES
		For the students undergoing Practicum for the first time, the experience may either be providential or traumatic. One way or the other, one’s perceptions about the world of work invariably undergoes a transformation. Coming face to face with actual working conditions could sometimes throw one off-center. The following PRACTICUM TRAINING GUIDELINES, therefore, intend to lessen the adjustment pressures the students are expected to during the period. By orienting them to the kind of environment they will shortly encounter and the responses expected from them, a framework of reference is devised on which to base their behavior and attitudes during certain situations. In so doing, potential problems will be avoided and their acceptance in the mainstream are easily facilitated. It is equally important for the students to understand that these guidelines are to be followed for the period that they are enrolled in the PRACTICUM subject.
1. Be polite and courteous at all times both to employees and guests.
2. Be cheerful and show enthusiasm when doing your work.
3. Be tactful and diplomatic in dealing with guests and employees.
4. Take care of company equipment and facilities. Follow the correct procedures for operation. Do not try to operate facilities/equipment if you do not know how to operate them.
5. Be interested in people but not go too personal.
6. There shall be no smoking while on duty.
7. There shall be no rumor mongering while on duty.
8. Do not be rude or forward towards employees and guests.
9. Do not loiter around company premises while on duty. Stay in the department where you are assigned.
10. There must be no emotional/personal relations with employees or guests.
11. Socializing with guests/employees before or during and even after PRACTICUM duty is strictly prohibited. Students may attend official functions of the company (company anniversary, Christmas and New Year’s Eve parties, etc.) when such functions are held within the company premises and upon prior approval of the PRACTICUM COORDINATOR.
12. Do not bring out company forms without asking permission.
13. Always take a second look at yourself before reporting for duty. See to it that good grooming rules are followed.
14. Always be in your proper uniform when on duty, unless specifically asked by your supervisor to wear more casual dress for special events.
15. Entertaining personal visitors or making telephone calls for personal nature while on duty is strictly prohibited.
16. Practicum training beyond 6:00 pm is discouraged. When necessary, the students may work beyond 6:00 pm but only until 9:00 pm upon prior approval of the parent/guardian and the Practicum Coordinator.
17. Committing any illegal or immoral act during the PRACTICUM training shall be dealt with to the maximum manner possible.
18. Remember to inform the Management when you will be finished with the required number of hours so the Evaluation can be prepared before you leave the establishment. Do not forget to thank people who helped you in your Practicum Training. 
