Appendix iii





RESTAURANT TRAINING PLAN

	DESCRIPTION OF TRAINING


	DATE
	TRAINING OBJECTIVES
	TRAINEE’S SIGNATURE
	TRAINER’S SIGNATURE

	Introduction to Restaurant:

Show around hotel

Introduction to –     Head of Department

· Mentor/Trainer

· Other Staff members


	
	
	
	

	Induction of Hotel to include:

Information on Services and Facilities


	
	
	
	

	Introduction to Personnel Issues

Grievance/Disciplinary/Bullying & Harassment Procedures

Dignity at work

Completed induction training document.


	
	
	
	

	Show around kitchen

Pastry

Starters

Hot Plate

Dry Stores/Fridges

Stillroom/Wash-up


	
	
	
	

	Layout of Restaurant

Table Numbers

Smoking/Non-smoking areas

Guest Reception area


	
	
	
	

	Customer Care

Hotel telephone extensions

Greeting Guest

Seating Guest

Dealing with Complaints/difficult situations

Taking Reservations

Answering the telephone


	
	
	
	

	Fire/Health & Safety

Fire – Evacuation Procedure

        - Location of fire extinguishers/Fire exits 

Health & Safety – Location of First Aid Boxes

                            - Handling cleaning materials

                            - Manual Handling Procedures


	
	
	
	

	Restaurant Set-up

Breakfast

Lunch

Dinner

Other occasions e.g. Buffet

Handling cutlery

Cleaning/Polishing glasses

Placing/removing Table cloths

Napkin folds

Guests

Centrepieces

Identification of Crockery

Stillroom Set up

Show around linen area


	
	
	
	

	Completing cleaning check lists

Bar:  How to take drink orders

         How to take wine orders

         Service of drinks

         Service of wine

Food:  How to take an order

           Menu knowledge

           How to carry plates

           How to clear plates

           Crumbing down

           Changing an ashtray

           Preparing/Serving tea/coffee


	
	
	
	

	Cash Procedure:

i) Completing Guests account

ii) Presenting the bill

iii) Processing payment

a) Cash

b) Credit card

c) Charge to room/Company account

d) Cheque

iv)          How to access change/float


	
	
	
	

	Maintenance Procedures:


	
	
	
	


