Trevelyan College Bar Training Plan

The training plan has been created to ensure that the college bar is able to hire new staff members with or without previous bar work experience and still maintain a high standard of service. By offering extra training to those who have not worked a bar before existing staff and the Bar Committee can feel confident in the abilities of new employees. Furthermore Senior staff who are inexperienced gain more practice and guidance so that they may feel confident in their own performance when working, this is especially important as some Junior Servers may posses more knowledge than Seniors. The plan ensures that any person thinking about applying for a bar position has a clear idea of the training procedure. It can additionally guide future Bar Chairs in good practice preventing some aspects of staff training being left incomplete after the hiring process.
It is strongly recommended that junior and senior staff are monitored during their first three shifts whether this is from in front or from behind the bar. This is a task that should be jointly carried out by the Sabbatical Bar Chair and Administrative Vice Chair. At the end of the 3 shifts there is then a good opportunity to complete the university training plan which staff must sign to state that they feel comfortable with all aspects of bar work. The details relevant to this document that new staff must be aware of are listed below. This three shift period may also act as an appropriate probationary period unless it occurs over a period less than one month. 
Junior Servers

	
	Training session with guide given
	First shadowing shift
	Second shadow shift
	Take real shift
	Monitored for 3 shifts (training sheet)

	Bar experience
	▲
	▲
	
	▲
	▲

	No bar experience
	▲
	▲
	▲
	▲
	▲


Senior Servers

It is not necessary for a senior server to have any bar experience at all however it is recommended that a successful candidate have some form of relevant work experience. Those with none need not be rejected because of this alone however if successful they will need to be prepared to put in more time in order to catch up with other staff.  Bar work should be valued in the interview process rather than viewed as additional information.
	
	Training session for junior server with guide given
	First junior shadowing shift
	Second junior shadowing shift
	Training session for senior server with handbook
	First senior shadowing shift
	Second senior shadowing shift 
	Take real shifts
	Monitor for 3 shifts (training sheet)

	Previously a junior server
	
	
	
	▲
	▲
	▲
	▲
	▲


	Previous bar experience elsewhere
	▲
	▲
	
	▲
	▲
	▲
	▲
	▲

	No previous bar experience
	▲
	▲
	▲
	▲
	▲
	▲
	▲
	▲


Vice Chair

It is strongly recommended that a candidate hired as a vice chair has worked for the college bar already as a junior or senior server. 

	
	Training session for senior server
	First shadowing shift
	Second shadowing shift
	Take real shift
	Monitor for 3 shifts (training sheet)
	Train in general/

Everyday duties
	Train in duties in absence of bar chair (handbook)
	Monitor tasks and sign off training sheet

	Previously a senior server
	
	
	
	
	
	▲
	▲
	▲

	Previously a junior server
	▲
	▲
	▲
	▲
	▲
	▲
	▲
	▲


Basic Bar Staff Training Sheet

Junior and Senior Servers should go through the University induction training sheet with the Sabbatical Bar Chair or Administrative Vice chair upon completion of the three probationary shifts. Obviously only the relevant sections of the document should be filled in; if a junior were to become a senior server the same document could be referred back to and added to. 
The Training Sheet in detail
-1) Emergency action

Staff should be referred to the bar’s Method Statement document which details the action to be taken during a number of eventualities. 

Particularly important are the procedures during fire and serious injury or illness to a staff member or customer. New Staff should be aware of the following:

a) In case of fire- Do not attempt to fight the fire yourself simply exit the bar as quickly as possible. Make others aware of the situation but you are not responsible for the full evacuation of the bar. A fire extinguisher is kept behind the bar in case your exit is blocked, do not attempt to use any alcoholic products to stop the fire. Leave through the front entrance to the bar in case the fire reaches the gas stored in the cellar.
b) If another staff member or customer becomes seriously ill- Senior servers should be first aid trained and should asses the situation. If necessary close and clear the bar and call for emergency services. Clear any vomit/blood using gloves from the first aid cupboard. All materials used in this activity should be disposed of. Endeavour to find a replacement staff member in the case of the former seeking help from other SSC and/or Exec members. If there is half an hour or more before last orders try to reopen the bar if possible.  
c) If there is a suspected drink spiking incident- you may choose to use the drink spike tests kept behind the bar however it should be made clear that they are not a fully comprehensive test. If the person has consumed some of the drink send them to hospital (with the drink), if they have not consumed any call the police and retain the drink. Warn other customers of the suspected incident and advise that they throw away any unattended drinks or keep them for testing if the police are coming. The bar should not replace any unattended drinks in this instance.
d) If customers cause a problem and/or are drunk and refuse to leave- Try to find the Bar Chair or President to try and remove the person. If this is not possible inform the porters and call university security. If this still does not lead to the removal of the offending customers call the police. Do not attempt to physically remove them as bar staff put themselves at risk and may be prosecuted for assault.  

-2) Operating procedures- preparing bar

Junior- should arrive 5-10 minutes before the start of their shift. Initial duties are to get ice and fruit from the cellar, put out beer mats and cocktail menus, put drip trays onto the bar, ensure that the senior server gives them a till key. 

Senior- should arrive in good time to switch on the fridge lights, reset the phone, turn on the glass washer, put the sparklers onto the pumps, turn on the T bar lights in the cellar and the gas, generally tidy the bar area in preparation for the night, open the shutters and ensure junior servers have a till key.   

-3) Use of the till
Junior- Demonstration of use will have been given during training. It is important to remember that each product has its own button on the till and should be put through correctly. If the till needs to be opened due to a mistake then ask the senior server. Do not use the open drink button. Remember to use the free half softie button if it is an event night. If a mistake has been made before cashing off use the error correct button and deselect incorrect products. If the order has been cashed off already press use the duplicate receipt button and put the print off in the till.  
Senior- Should be aware of the above and have a good working knowledge of the till. If change is running low should firstly use the bagged up change in the float then buy out money from the cash bags. Can open the till if necessary by pressing the ‘Open Drawer’ button. Should know that ‘Card Charge’ is pressed when putting through cash back and then one of the ‘Media Buttons’ NOT cash. PDQ receipts should be stapled to a till print out then put inside the drawer. 
-4) Pouring a pint/short
Juniors and Seniors- Both should have the opportunity to practice these during their initial training. Staff should be informed that beer sparklers/optics should never touch the pint glass or the drink and that glasses may only be used once. Failing to comply with these rules may lead to a warning as it is a breech of health and safety. Branded glassware should be used if possible but only for the correct product. The wastage record should be mentioned. 

-5) Every Serve Perfect
Juniors and Seniors- Both should be made aware of our ESP award from Diageo and have the opportunity to practice the ESP method when training. This implies learning the 2 part pour for Guinness and the importance of the brands we sell e.g. Smirnoff range, Baileys, Gordon’s range. Spirits should be served in a tall glass filled with ice, the mixer should then be added so that the glass is 4/5 full. The correct fruit should be added as well as decoration, time permitting. Wine should be served in our pre-approved wine glasses only which are measures of 125ml or 250ml. Both glasses have measure lines on them. 

-6) Changing a keg/optic/gas 
 Senior- Instructions can be found in the senior server handbook kept behind the bar if you need to be refreshed during the shift. When changing a keg the gas should be turned off at the wall below the chamber. Remove the connector from the empty barrel, ensure that the handle is pulled all the way up and reposition on the new keg. Squeeze the handle down to seal and reopen the gas valve. Pull through the chamber then through the tap behind the bar. Optic change over should be demonstrated. Spare spirit bottles are kept in the cupboard behind the bar. Any used gas canisters should be turned off. The gas connector should then be unscrewed with a spanner then reattached to a new canister. Used gas canisters should be left on the floor to alert the stockers the next day. 
-7) Use and cleaning of glass washer
Junior- During the night glasses can be placed into the white trays and put into the glass washer. Turn on and wait for it to finish its cycle. Use renovate if glasses are looking dull, remember to wash them once with the renovate and once without to get rid of the alkaline.

Senior- At the start of the night place the drain cover into the glass washer and turn on. If the water is cold run a couple of cycles which should heat it up. Check that there is an adequate amount of the clear and blue cleaning fluids that feed into the machine. To clean the glass washer, remove the small grey and white parts by unscrewing them. Put these into soda water and let them soak. Screw these back into position once they are clear. At the end of the night remove the drain cover, turn the machine off and press the drain button. Leave the door open over night.  
-8) Heat, light, sound / TV Controls and Jukebox
Senior- The air conditioning units in the bar are operated by remote control, turning them on manually will switch their function to heat. The bar also has extractors in the roof, in the winter it can get cold so turn them off by pressing in their control buttons which are found by the alarm. Light controls are next to the bar and are operated by the fish key kept on the bar keys. The speaker controls behind the bar change the Juke box sound level. This can be turned onto special event mode using the key kept on the bar keys. Sky can be turned on by switching the sound to ‘Sky’ behind the bar then changing the sound level on the amp kept in the cupboard below.  Use the projector remote to turn on the picture and select RGB input. If nothing happens check that the projector has power, it should be plugged in by the light bar. 
-9) End of shift procedures, clear-down, cash-up, lockup
Junior- At the end of the night one junior should stay behind the bar to wash all drip trays in the glass washer, put sparklers into soda water, put the softie guns into soda water and wipe down the surfaces. Other juniors should go into the bar to clear tables and wipe them down, wipe the bar counter, ask customers to leave at 11.15 and move the bar furniture to the side of the room. 
Senior- At the end of the night the senior should ensure that the Junior staff are on task then cash up the tills. They should remember to count the change bags in the till which are part of the float and to write down the PDQ receipt numbers and amounts. Once this is done they should check the work of the Junior Servers and help them finish their duties if necessary, Collect the till keys back in and sign off the hours sheets. Junior servers can then leave the bar though the Senior needs to shut everything down as it was set up. The floor behind the bar should be mopped, the lights should be turned off, the juke box sound should be turned down, all shutters should be locked then the alarm should be set. 
-10) Health and safety procedures
Junior- Should be informed that no glass may be reused. Beer sparklers should not touch the glass or the beer. Staff should know to wash their hands regularly using only the hand wash sink and should know that all broken glass should be put into the glass bin and that bin alone. They should also be aware of which ailments mean, if contracted, that they cannot work on health and safety grounds. They should also be told that glasses which have been put through the glass washer cannot be stacked. 
Senior- Should be aware of the above as well as the fact that our cellar is our viewed as a ‘food’ room and should be kept in a hygienic, tidy state. They should also be told that the mop used to clean the floor must be stood upright not touching anything else. 
-11) Keeping the bar tidy
Junior and Seniors- The cleaning plan should be covered in training as should the importance of using your initiative to tidy up the bar if necessary. Any clothing/personal items left behind the bar should be handed in to lost property not put into storage in the cellar. 
Eleanor Tonks
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