
Restaurant Staff Meeting Template

[bookmark: _yti4b7vi9hpq]Meeting Setup
Meeting Title: [Weekly Staff Meeting / Department Sync / Training Session]
Date: [Insert Date]
Time: [Start Time] - [End Time]
Location: [Restaurant Name / Meeting Room / Video Call]
Duration: 45-60 minutes
Meeting Leader: [Manager Name]
Note Taker: [Staff Member Name]
Attendees: [List departments: Front of House, Kitchen, Bar, Management]
[bookmark: _b79jkuxvb649]1. Welcome & Team Recognition (8 minutes)
[bookmark: _9lj0rw2ui55r]Attendance Check
· Confirm all departments are present.
· Note any absent team members
[bookmark: _iq1dtd4l4a2a]Meeting Goals
· Share today's main topics
· Set expectations for the session
[bookmark: _mriswzgw7m95]Team Celebrations
· Employee Spotlight: Recognize outstanding performance
· Customer Praise: Share positive feedback and reviews
· Recent Wins: Celebrate sales goals, safety records, or achievements
[bookmark: _8klwyrvvxtyl]Quick Team Builder (Optional)
Choose one:
· "What menu item would you suggest to a new customer?"
· "Tell us about a great customer moment this week."
· "What's one thing you learned recently?"
[bookmark: _4rmxa065mner]2. Performance Review (12 minutes)
[bookmark: _q6yby5ebh2oj]Sales & Numbers
· Weekly sales vs. targets
· Busy hour performance
· Food cost and waste updates
· Profit margins by department
[bookmark: _ggx2t1kb5xzg]Service Quality
· Customer satisfaction scores
· Online review summary (focus on trends)
· Mystery shopper feedback
· Complaint resolution updates
[bookmark: _eluxbe6yrgev]Daily Operations
· Equipment issues and repairs are needed
· Supply delivery problems
· Facility maintenance requests
· Staffing level concerns
[bookmark: _t28bify9e0cm]3. Department Spotlight (10 minutes)
Rotate focus each meeting to keep all teams engaged
[bookmark: _g2cp35lign1v]Front of House Focus
· Reservation system updates
· Upselling techniques and results
· Guest service flow improvements
· Table turnover optimization
[bookmark: _yrlkcnf35ip4]
[bookmark: _mqx3lzlxmvy5]Kitchen Focus
· Food prep efficiency tips
· Quality control standards
· New recipe training needs
· Food safety compliance
[bookmark: _nvjk10kdxmzl]Bar Focus
· Inventory management
· New drink specials performance
· Cost control measures
· Happy hour results
Discussion Points:
· Current challenges and solutions
· Best practices to share
· Resource needs
[bookmark: _fcmc8w36w6j0]4. Training & Skills Development (10 minutes)
[bookmark: _ewgdfifo1sjh]Skill Building
· Mini Demo: Wine service, plating, or POS tips (5 minutes)
· Menu Knowledge: New items, ingredients, allergen info
· Service Standards: Greeting, timing, problem resolution
[bookmark: _1wboot209mox]Policy Updates
· Health department requirements
· Safety protocols and procedures
· Customer service expectations
· Alcohol service rules and compliance
[bookmark: _rkrnfaxpdyb]Questions & Clarification
· Address procedure concerns
· Clarify policy changes
· Share helpful tips
[bookmark: _ci9q86oeja1i]
[bookmark: _45umikux7mxq]
[bookmark: _6utc08v0rzs6]5. Team Input & Ideas (8 minutes)
[bookmark: _14z2goey48a3]Open Discussion
· Staff feedback on current processes
· Suggestions for better customer service
· Ideas for reducing wait times or improving efficiency
[bookmark: _o0s256fb4fdl]Problem Solving Together
· Address recurring issues as a team
· Plan for busy periods or events
· Discuss upcoming challenges
[bookmark: _ungjbkb0cbm6]Innovation Corner
· Review the suggestion box items
· Brainstorm cost-saving ideas
· Share successful techniques between departments
[bookmark: _ydq0hycwcanp]6. Goals & Upcoming Events (7 minutes)
[bookmark: _r6vid7fa87tt]Performance Targets
· Weekly objectives for each department
· Individual goals and metrics to track
· Team challenges or competitions
[bookmark: _ejvc56epcqch]Promotions & Events
· New menu launches and training needed
· Marketing campaigns requiring staff participation
· Special events, private parties, or holiday preparations
[bookmark: _h6emg7sapzry]Schedule Updates
· Upcoming training sessions
· Shift pattern changes
· Important dates to remember
[bookmark: _wozsliv5ebtv]
[bookmark: _u6pqw7n6nt8i]
[bookmark: _vivpk9gnsuns]7. Action Items & Follow-Up (5 minutes)
[bookmark: _z63w0huzw1zw]Task Assignments
Create clear action items with:
· What needs to be done
· Who is responsible
· When it's due
· How will progress be checked
[bookmark: _woe149nhxeho]Communication Plan
· Share meeting notes with absent staff
· Establish feedback channels
· Set up check-in methods
[bookmark: _9xmm4gso0ser]Next Meeting
· Confirm date and time
· Preview next session's focus areas
[bookmark: _1hwc69lpsbz6]8. Closing & Appreciation (3 minutes)
[bookmark: _hjugufcu5ad8]Meeting Summary
· Review key decisions made.
· Confirm understanding of action items
· Address any final questions
[bookmark: _u3u0zdlsko8w]Team Recognition
· Thank participants for their input
· Acknowledge hard work and dedication
· Motivate continued excellence
[bookmark: _qhkmdf7ti1uy]Meeting Notes Template
[bookmark: _vgxanfi0iiy3]Key Decisions Made:
[Record important decisions and changes]
[bookmark: _8a9ymsodm04a]
[bookmark: _3xygbu8grz8f]Action Items Tracker:

	Assigned To
	Due Date
	Status

	
	
	


[bookmark: _temi2o2nnqbm]Follow-Up Items:
[Note items for future meetings or individual discussions]
[bookmark: _ar4gtu32jdea]Meeting Success Tips
[bookmark: _v1zypai8mykw]For Meeting Leaders:
· Start on time and end when promised
· Stay focused - use a "parking lot" for off-topic items
· Include everyone - ask quiet team members for input
· Keep energy up - vary your tone and encourage participation
· Document everything - assign someone to take notes
[bookmark: _fpaa7o4p5n7]For Team Members:
· Come prepared with your department updates
· Be specific - share examples rather than general complaints
· Offer solutions along with any problems you identify
· Take notes on items that affect your work
· Ask questions if something isn't clear
[bookmark: _ccvj6o8thnmt]Meeting Environment Tips:
· Choose a quiet space free from distractions
· Provide water or coffee if the meeting is longer than 45 minutes
· Use visual aids like whiteboards or tablets when helpful
· Keep phones on silent and focus on the discussion
[bookmark: _cg1d5837e1zo]
[bookmark: _furz9v5mvnep]
[bookmark: _85ycvof060j4]
[bookmark: _5ee02e6cz00o]Distribution & Contact Information
Meeting Notes: Share with all staff via [email/messaging app] within 24 hours 
Questions: Contact [Meeting Leader Name] at [phone/email] 
Feedback: Use [suggestion box/app/email] for additional input
[bookmark: _nfz7inciu7ar]Customization Guidelines
This template works for various meeting types:
· Weekly all-staff meetings (use full template)
· Department-specific meetings (focus on sections 3-5)
· Training-focused sessions (emphasize section 4)
· Problem-solving meetings (extend section 5)
Adjust timing based on your team size and specific needs. Smaller teams may need less time, while larger restaurants might require longer discussions.
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