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Restaurant	management	manual	pdf

A	restaurant	performs	no	better	than	it's	managed.	Competent,	well-trained	managers	are	essential	to	restaurant	success.	Yet	many	restaurants,	independents	in	particular,	struggle	with	the	management	training	process	due	to	the	lack	of	an	organized	and	thorough	management	training	program.	If	you're	working	with	a	superficial	or	incomplete
approach	to	training	your	managers,	the	Restaurant	Manager	Training	Manual	Template	with	provide	you	with	a	proven	resource	to	improve	your	management	training	program	quickly	and	easily.	The	Restaurant	Manager	Training	Manual	Template	comes	in	a	customizable	Microsoft	Word	document	that	can	be	easily	modified	as	needed	to	reflect
your	specific	systems	and	procedures	so	your	management	trainees	will	learn	exactly	how	to	run	your	restaurant	your	way.	You'll	be	able	to	quickly	organize	your	entire	management	training	process,	track	your	manager	trainees'	progress	and	evaluate	their	skills	throughout	their	entire	training	program.	NOTE:	RestaurantOwner.com	members	can
download	this	template	for	free.	Click	here	to	join	now!	This	comprehensive,	146	page	training	manual	template	provides	guidance	on	a	wide	range	of	management	responsibilities	and	includes	references	to	the	everyday	forms	and	checklists	used	by	successful	restaurants	everywhere.	Download	the	Restaurant	Manager	Training	Manual	Template
now	to	improve	your	managers'	skills	and	your	restaurant's	performance.	Some	of	the	key	training	features	include:	Manager	Job	Descriptions	Training	Schedule	Checklist	Cash	Management	Purchasing	and	Inventory	Control	Employee	Scheduling	Sanitation	and	Safety	Compliance	Opening,	Closing,	and	Shift	Change	Food	and	Labor	Cost	Control
Restaurant	Marketing	Employee	Selection	and	Hiring	Managing	Employees	Leadership	Skills	Download	the	cover	and	table	of	contents	This	template	comes	in	either	Microsoft	Word®	(.doc)	file	format.	Rich	text	format	(.rft)	available	upon	request.	View	some	sample	pages	-	Westinghouse,	a	major	global	corporation	that	makes	electronics,	lighting
and	supplies	power,	offers	both	consumers	and	businesses	an	enormous	array	of	products	and	services.	Inevitably	you’ll	need	a	manual	for	a	Westinghouse	product.	Here’s	how	to	find	the	right	one.What	Westinghouse	MakesWestinghouse	Electric	Corporation	has	a	long	history,	founded	in	1846	as	inventors	of	the	air	brake,	then	in	1865	the	rotary
steam	engine,	according	to	Westinghouse.com.	Today,	this	global	company	makes	the	following:	Patio	heating	Hot	water	systems	Saunas	Water	purification	Microwaves	Westinghouse	ceiling	fans	Westinghouse	televisions	Westinghouse	small	appliances	Westinghouse	Bulbs	Westinghouse	decorative,	solar	and	LED	indoor	and	outdoor	lighting
Westinghouse	generators	Westinghouse	pressure	washers	and	power	tools	Westinghouse	industrial	batteries	Westinghouse	is	a	global	company,	spanning	from	North	America	to	Latin	America	to	Europe	to	China	to	India	to	Australia	and	Asia	Pacific.	In	addition,	it	also	runs	nuclear	plants	that	produce	nuclear	energy,	according	to
WestingHouseNuclear.com.Westinghouse	Generator	Consumer	ManualsLikely,	you’re	looking	for	Westinghouse	service	manuals	for	generators	or	other	consumer	items.	Wherever	you	have	purchased	your	Westinghouse	generator,	for	example,	you’ll	find	an	online	owner’s	manual.	For	example,	head	to	this	site	to	find	a	manual	for	one	of	the	most
popular	Westinghouse	remote	start	generators:	WestinghouseOutdoorPower.com	for	WGen7500	Portable	Generator	manuals.Westinghouse	TV	ManualsWestinghouse	has	PDF	downloads	of	user	manuals	for	many	of	its	televisions,	HDTV,	monitors	and	accessories.	Go	to	the	following:	WestinghouseElectronics./support/downloads/	for	the	following
manuals:	4K	Ultra	HDTV	HDTV	28	inch	to	60	inch	and	above	LED	HDTV	28	to	55	inch	LCD	HDTV	29	to	60	inch	and	above	Monitors	from	29	to	40	inch	Amazon	Fire	TV	edition	42	to	over	60	inch	On	that	site,	you’ll	find	more	use	manual	and	quick	connect	information	about	other	accessories.	There’s	also	information	on	how	to	connect	with	a	customer
service	representative	at	WestinghouseElectronics.com/support.Westinghouse	Solar	Manual	Lighting	User	Manual	LibraryHead	to	WestinghouseSolarLights.com	for	a	library	of	solar	decor	lights,	spotlights,	path	lights,	low	voltage	lights	and	security	products.	If	you	need	to	contact	Westinghouse,	there’s	an	FAQ	section	and	a	number	to	call,	which	is
844-551-0680.Westinghouse	Appliance	ManualsTo	find	online	user	manuals	for	your	specific	Westinghouse	small	or	large	appliance,	simply	search	for	the	user	manual	by	typing	in	your	appliance’s	model	number.	Though	that	doesn’t	always	work	in	the	United	States,	it’s	best	to	call	the	company	directly	for	help	to	find	the	user	manual.	Contact
Westinghouse’s	toll	free	number,	866-442-7873	to	express	your	concern	about	a	specific	product.	Customer	care	can	help	you	from	there.If	you	would	like	a	specific	toll	free	Westinghouse	number	to	call	for	various	products,	go	to	Westinghouse.com/customer-care	and	you’ll	find	specific	phone	numbers	for	various	products,	from	heating	and	cooling,
hot	water	systems,	portable	fans	to	security	systems,	lighting	fixtures,	light	bulbs	and	digital	inverters.	MORE	FROM	QUESTIONSANSWERED.NET	The	restaurant	industry	has	a	reputation	for	high	staff	turnover.	2018	saw	a	record	high	74.9%	staff	turnover—and	while	a	portion	of	this	statistic	is	inevitable	given	the	demographic	of	restaurant
employees	(more	than	a	third	are	students	or	teenagers	whose	jobs	and	circumstances	change	more	frequently),	this	figure	represents	a	problem	that	needs	to	be	resolved.	Particularly	as	the	impact	of	COVID-19	has	devastated	businesses,	with	an	estimated	5	million	(⅓	of	restaurant	jobs)	restaurant	workers	losing	their	jobs	this	year	alone.	But	as
restaurants	reopen,	many	unemployed	and	furloughed	restaurant	workers	will	be	eager	to	start	working	as	soon	as	possible.	As	you	ramp	up	hiring	again,	there’ll	be	a	huge	influx	of	applications,	so	it’s	essential	you	get	your	post-COVID	recruitment	right.	Pandemic	or	otherwise,	staff	turnover	eats	into	your	profitability	and	wastes	a	considerable
amount	of	managers’	time.	The	more	staff	you	have	to	replace,	the	more	money	you	have	to	spend	on	recruitment,	and	the	more	time	you	have	to	spend	interviewing	and	training.	This	takes	your	attention	away	from	your	core	management	responsibilities—plus	a	continuous	stream	of	new,	untrained	staff	can	lead	to	mistakes	and	poor	guest	service.
In	order	to	help	new	staff	learn	the	ropes,	you	need	to	create	a	comprehensive	restaurant	staff	training	manual.	It	will	be	everyone’s	(new	and	existing	employees)	guide	for	instructions,	processes	and	all	the	answers	to	common	questions,	while	being	a	great	reference	point	to	ensure	staff	feel	engaged	and	supported.	Providing	a	restaurant	staff
training	manual	to	new	staff	also	suggests	you	take	their	role—and	career	development—seriously.	By	including	them	in	your	vision	for	the	restaurant	and	providing	tips	on	how	they	can	improve	their	own	food	service	skills,	you’re	putting	trust	and	responsibility	in	their	hands	from	day	one—another	key	aspect	of	a	person’s	job	satisfaction.Table	of
ContentsRestaurant	staff	training	manuals	improve	service	and	reduce	turnoverWe’ve	all	been	in	situations	where	we	ask	a	new	staff	member	why	they’re	doing	something	a	certain	way,	to	which	the	reply	is	“well	they	told	me	to	do	it	like	this.”	Miscommunication	and	errors	are	common	in	staff	training,	as	everyone	has	their	own	way	of	doing	things.
By	creating	your	own	restaurant	staff	training	manual,	you	will	eliminate	these	types	of	errors	and	ensure	everyone	receives	consistent	training,	which	delivers	a	consistent	level	of	support	to	your	staff	and	service	to	your	customers.			Even	your	most	seasoned	staff	can	forget	things.	Keeping	a	training	manual	at	service	stations	or	behind	bars	gives
everyone	a	source	of	truth	and	helps	iron	out	those	little	mistakes.	Many	restaurants	also	rely	on	their	most	experienced	staff	to	deliver	training	and	keep	the	ship	sailing	smoothly.	If	they	were	to	leave	or	be	on	vacation,	you	may	find	yourself	in	a	situation	with	no	one	to	train	your	new	employees.	It’s	important	you	lean	on	your	senior	staff	to	help
create	the	training	manual,	too,	as	they’re	on	the	‘ground’	more	and	could	provide	helpful	insights	into	daily	tasks.	It	will	also	help	them	feel	included	and	part	of	something	bigger.	Running	a	restaurant	is	a	team	sport,	and	your	training	manual	should	be	a	living	eco-system	where	everyone	can	contribute	and	help	improve	training,	service,	and
performance.	You	should	actively	encourage	staff	to	think	of	new	ideas	for	your	restaurant—making	them	feel	part	of	something	will	create	greater	attachment	and	pride	in	their	work.Pro	tip:	Use	7shifts’	Team	Communication	platform	to	discuss	ideas	for	improvement	with	all	your	staff.Your	training	sets	the	standard	for	your	restaurantIt	goes
without	saying	that	you	care	about	your	employees—but	if	you’re	running	a	large	operation,	employees	can	feel	disconnected	and	disposable.	It’s	important	your	training	includes	team	building	and	fosters	a	positive	spirit,	bringing	everyone	together	to	make	them	feel	part	of	something	rewarding.	When	you’re	running	a	restaurant,	you	can	get
caught	up	in	the	day-to-day	of	it	all	and	forget	about	the	bigger	picture,	the	‘why’	behind	your	business.	Creating	your	restaurant	training	guide	should	have	a	section	that	focuses	on	your	grand	vision,	highlighting	your	mission	statement	and	goals	for	the	future—and	how	it	will	be	achieved	with	your	new	staff.	Recommended	Reading:	How	to	Write	a
Strong	Mission	StatementThe	combination	of	high	expectations,	in-depth	training,	continuous	support,	and	career	growth	all	come	together	to	create	a	workplace	culture	your	staff	will	feel	proud	to	be	part	of.	Happier,	motivated	staff	results	in	reduced	turnover	and	better	customer	service.	It’s	win-win	for	all	aspects	of	your	restaurant.	Here’s	what
you	should	include	in	your	training	manual,	as	well	as	ideas	to	make	it	more	interactive	and	inclusive,	rather	than	just	an	endless	list	of	tasks	they	need	to	learn.What	to	include	in	your	training	manual	guideRestaurant	overviewWhether	you’re	running	an	independent	restaurant	or	you’re	part	of	a	franchise,	you	have	a	story	to	tell.	Capture	your	staff’s
hearts	and	minds	with	the	passion	behind	your	work,	your	restaurant’s	mission	statement	and	core	values,	and	why	they	should	be	excited	to	work	here.The	opening	section	of	your	training	guide	should	include:Your	mission	statement	and	what	it	means	to	staffYour	vision	for	the	restaurant	and	how	you	will	achieve	it	togetherYour	average	customer
(Giving	new	staff	an	insight	into	‘who’	to	expect	allows	them	to	conduct	their	own	thinking,	and	bring	something	fresh	to	the	table)Your	work	culture	(Show	your	empathetic	and	supportive	side.	New	team	members	will	appreciate	this	and	it	gets	your	relationship	started	on	the	right	foot)Generic	restaurant	information	such	as	address,	directions,
public	transit	routes,	etc.	As	this	section	is	all	about	your	restaurant—and	a	little	bit	about	you	as	an	owner	or	manager—it’s	crucial	you	make	it	sound	human.	You	don’t	want	to	preach	to	them,	instead	make	it	positive	and	inclusive—you’re	on	a	journey	together	and	you	can’t	do	it	without	their	help.	Including	your	staff	in	your	vision	shows	you
appreciate	their	work	and	care	about	their	career	development.	They’ll	see	you	as	a	human—not	just	another	boss.	Job	guidelines	and	proceduresOnce	you’ve	built	some	excitement	and	inspiration	in	section	1,	it’s	time	to	get	into	the	weeds	of	their	roles	and	responsibilities.	Again,	make	this	section	as	human	as	possible—avoid	dictating	tasks	and
complex	jargon	and	make	each	role	sound	like	an	essential	part	in	the	operation,	how	they	all	rely	on	each	other	working	together	for	the	larger	goal.	Break	down	roles	and	responsibilities	into	teams,	so	you’ll	have	a	server	training	manual,	as	well	as	one	for	bartenders	and	kitchen	staff.	This	section	is	where	you	should	set	your	expectations	too,
highlighting	your	service	standards,	dress	code,	and	little	hacks	to	avoid	any	mistakes	and	keep	the	wheels	turning	smoothly.Bonus	points	if	you	can	make	this	section	visual.	A	map	or	flow	of	your	restaurant’s	process	is	much	more	engaging	and	memorable	than	an	endless	list	of	tasks.	Or	better	still,	create	video	content	to	share	with	new	staff
digitally.	Video	paints	a	greater	picture	and	it	gives	you	the	opportunity	to	include	staff	which	will	enhance	the	human	aspect	of	it	all.	COVID-19	section/health	and	safetyAs	restaurants	reopen,	there	will	be	a	huge	influx	of	new	team	members	joining—so	a	dedicated	COVID	section	is	essential	for	the	safety	of	staff	and	customers.	A	recent	study	from
Bentobox	found	that	78%	of	customers	said	the	biggest	red	flag	for	not	returning	to	a	restaurant	was	the	health	status	of	restaurant	employees.	Ensure	everyone’s	safety	by	taking	extra	precaution	training	staff	members,	it’ll	help	avoid	more	costly	closures.	Recommended	Reading:	COVID-19	resourcesRestaurant	Technology	‘how	to’	guidesWhat’s
second	nature	to	you	is	alien	to	new	staff,	so	make	sure	you	create	in-depth	documentation	on	how	to	use	your	POS	systems,	ordering	apps,	employee	scheduling	software	and	other	systems	you	have	in	place.	While	you	can’t	watch	over	everybody’s	shoulder	while	they	figure	things	out,	keeping	documents	by	your	POS	systems	will	significantly	speed
up	training	and	reduce	costly	errors.	Detailed	instructions	on	how	to	use	the	POS	system.	(Include	info	on	how	to	edit	and	delete	orders,	amend	bills,	communicate	with	the	kitchen,	and	other	tips	you	may	have	in	place)Shift	scheduling	onboarding.	(How	to	communicate	with	management	to	request,	swap,	and	cancel	shifts)Online	ordering	and
delivery	best	practices.	Your	restaurant	will	attract	a	certain	demographic	who	have	their	own	expectations.	The	more	detailed	insights	you	can	provide	on	customer	information,	behavior,	and	overall	vibe,	the	quicker	your	new	team	members	will	adapt	to	their	role.	It’ll	also	help	them	overcome	obstacles	with	greater	assurance.Create	a	guest	profile
(Include	average	age,	party	size,	reason	for	visit,	average	spend,	expectations,	potential	challenges.)Objection	handling	(How	to	respond	to	and	deal	with	difficult	customers)Include	restaurant	policiesReal-life	scenarios	(Provide	examples	of	difficult	customers	or	challenges	they	may	face)Include	a	test	at	the	end	to	see	how	they’d	handle	such
situations.Customer	serviceThe	perfect	location	and	unique	menu	mean	nothing	if	your	service	is	below	par.	Customer	service	is	arguably	the	most	important	aspect	of	your	restaurant,	and	your	server	training	manual	sets	the	standard	of	service	your	staff	will	provide.	Even	before	a	new	team	member’s	training	begins,	you	can	set	simple	tasks	that
will	help	them	understand	customer	expectations.	Get	them	to	read	through	your	reviews	on	Google,	yelp!,	Trip	Advisor,	and	Opentable.	It’ll	provide	a	glimpse	into	the	people	they’ll	be	serving,	and	there’ll	be	some	useful	do’s	and	don’ts	in	there	that	they	can	take	into	their	first	shift.					It	takes	on	average	2-3	months	to	hire	and	train	new	staff,	a
considerable	time	frame	that	could	result	in	bad	service	and	a	loss	of	repeat	business.	The	time	between	losing	an	experienced	team	member	and	training	someone	new	is	yet	another	reason	why	lowering	your	staff	turnover	should	be	top	of	your	to-do	list.	Service	standard	(Include	table	setting,	taking	orders,	serving	food,	clearing	tables)Customer
communicationInclude	server	scripts	on	how	to	communicate	deals,	upsell	items,	explain	dishes,	and	handle	unhappy	customersMake	every	experience	an	11/10	(Tips	on	positivity,	body	language,	celebrating	occasions,	and	how	to	enhance	the	customer	experience)Continuous	improvement	(Encourage	staff	to	visit	other	restaurants	to	see	how	they
do	things,	and	what	they	can	implement	to	improve	their	own	service)Food	service	skills	can	be	taught,	so	it	should	be	hard	work,	a	positive	attitude	and	a	passion	for	work	that	you’re	looking	out	for	when	interviewing	new	staff.	Recommended	Reading:	9	restaurant	job	interview	questions	to	askWorking	the	closing	shiftWe’ve	all	been	there,	waving
goodbye	to	the	last	customer	in	the	hope	that	we’ll	be	following	them	out	of	the	door	soon	enough.	But	that’s	always	a	pipedream	because	of	the	closing	tasks	that	need	to	be	complete.	Your	staff	should	understand	that	their	shift	only	ends	when	everything	is	in	place	for	tomorrow’s	shift	to	start.	Create	a	clear	checklist	of	tasks	with	designated	roles
for	each	person,	and	emphasise	the	importance	of	teamwork	so	you	can	all	get	out	of	there	sooner!	Some	ideas	for	your	closing	checklist:Set	the	alarmsLock	windows	and	doorsRestock	the	barRestock	service	stationsRemove/lock	patio	furniture	Closing	acknowledgementsStart	by	thanking	them	for	their	time	and	commitment	to	reading	through	and
learning	your	training	manual.	Like	their	contract	and	other	health	and	safety	guidelines,	you	should	request	their	signature	to	confirm	they	have	read,	understood,	and	acknowledge	their	staff	training	and	expectations	of	their	new	role.	You	should	also	include	a	test—whether	that’s	once	they	finish	the	manual	or	complete	their	full	training	is	up	to
you.	It’s	a	great	way	to	reinforce	your	expectations	and	ensure	everyone	keeps	referring	to	the	manual	for	constant	training	and	improvement.	Anyone	can	create	a	test	or	questionnaire	with	Google	Forms.	Think	of	all	the	questions	and	tasks	new	staff	will	need	to	know	(answers	can	be	multiple	choice	or	written)	and	send	it	out	for	them	to	complete
before	or	after	their	first	shift.	Once	complete,	you’ll	get	all	the	answers	in	a	spreadsheet.	Close	the	document	with	a	message	written	by	you.	Tell	them	you’re	grateful	to	have	them	onboard	and	are	excited	for	where	the	restaurant	is	going,	and	that	you	can’t	do	it	without	them.	Make	your	staff	part	of	your	restaurant	rather	than	workers.	Share	your
vision	and	success	with	them	and	they’ll	stick	around	for	longer.Video	Version
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