

[bookmark: _9j9kedtjc9e0]Restaurant Bar Pre-Shift Briefing Template
A focused pre-service briefing guide for bar managers and head bartenders

Date: ___________________________
Shift: ☐ Opening ☐ Afternoon ☐ Evening ☐ Late Night ☐ Brunch
Bar Manager / Head Bartender on Duty: ___________________________
Huddle Start Time: _______________ Target End Time: _______________
Total Bar Staff on Shift: _______________

How to use this template: Complete before every shift. Aim for 10 minutes maximum. Post the 86 list, features, and shift goal so that all staff can see them throughout service.

[bookmark: _z2e1kr7mrljd]Section 1 — Business Overview (2 Minutes)
[bookmark: _7ocx0puyg0jw]Tonight's Numbers

	Detail
	Info

	Expected Covers / Foot Traffic
	

	Reservations Seated at Bar
	

	Peak Service Window
	

	Kitchen Close Time
	

	Last Call Time
	


[bookmark: _7ttxauvnt95e]
[bookmark: _ejf4dmzhzdof]VIP Guests & Special Occasions

	Guest / Party
	Occasion
	Special Request
	Assigned Bartender

	
	
	
	

	
	
	
	


[bookmark: _eo9459h370rv]Anticipated Business Level
☐ Quiet — Focus on craft, conversation, and guest engagement
☐ Moderate — Balance pace with personalised service
☐ Busy — Prioritise speed, accuracy, and bar flow
☐ Very Busy — Efficiency and teamwork above all
[bookmark: _q14n0swed8cj]Shift Priority
One focus for this shift:


Examples: Reduce wait times at peak, push featured cocktails, manage a sports event crowd, and maintain consistency across high volume.

[bookmark: _otveotgd4u6g]Section 2 — Bar Team & Station Setup (2 Minutes)
[bookmark: _akfvvoy00jsk]Team Assignments

	Role
	Team Member
	Station
	Notes

	Head Bartender
	
	
	

	Well / Service Bartender
	
	
	

	Additional Bartender
	
	
	

	Barback
	
	
	

	Cocktail Server
	
	
	

	Door / Security
	
	
	


[bookmark: _sw7078gn0qaf]
[bookmark: _fv957m9ychaj]Late or Absent Staff

	Team Member
	Cover Plan

	
	


[bookmark: _2jaoqt51818u]
[bookmark: _v0jrv5ofoobu]
[bookmark: _uc9nfjd7jq2c]Opening Checklist
Bar Setup
☐ Ice bins stocked and ice machine checked
☐ Speed rail organised and fully stocked
☐ Garnishes prepared, labelled, and stored correctly
☐ Fresh citrus juiced and strained
☐ Syrups, mixes, and house-made ingredients prepared and dated
☐ Beer taps checked — temperature correct, no off-flavours
☐ Glassware polished and stocked at each station
☐ Bitters, modifiers, and low-volume bottles topped up
☐ Cocktail tools cleaned and in place
☐ Bar mats, napkins, straws, and coasters stocked
☐ Bottles faced and back bar display set
Operations
☐ Cash float counted, confirmed, and documented
☐ POS terminals tested and operational
☐ Payment terminals/card machines tested
☐ Music and AV systems tested and levels set
☐ Refrigeration temperatures within a safe range
☐ Glass washer functioning and chemical levels checked
☐ Restrooms checked — clean and fully stocked
☐ Draft system checked and is flowing correctly
Notes:


[bookmark: _v5j1celq414n]Section 3 — Menu, Product & Sales Focus (4 Minutes)
[bookmark: _qhu9eu9b3t7q]86 List — Unavailable Items

	Item
	Suggested Alternative

	
	

	
	

	
	



Every team member must know this list before service begins and be able to suggest an alternative without hesitation.
[bookmark: _4t7xtkdgswtm]Today's Features & Promotions

	Feature
	Description
	Price
	Upsell Angle

	Featured Cocktail
	
	
	

	Spirit Promotion
	
	
	

	Beer / Wine Feature
	
	
	

	Happy Hour / Special
	
	
	


[bookmark: _n0iwsc54gfod]
[bookmark: _z296mxkzhl4i]Upselling Focus
Primary upsell target this shift: ___________________________
Suggested approach:

Examples: Lead every guest greeting with the featured cocktail. Offer a premium spirit upgrade when a guest orders a standard mixer. Recommend a wine by the glass when food is ordered at the bar.
[bookmark: _5utyo3lcy3pb]Product Knowledge Spotlight
Featured Product: ___________________________
Category: ☐ Cocktail ☐ Spirit ☐ Wine ☐ Beer / Craft ☐ Non-Alcoholic
Origin / Producer: ___________________________
Key Selling Points:

Tasting Notes / Flavour Profile:

How to describe it to a guest (natural, conversational language):

Best served with / pairing suggestion:

Price: _______________ Available as: ☐ Neat ☐ On the rocks ☐ Cocktail ☐ Flight
[bookmark: _7xziafmjcjp1]
[bookmark: _f0nvgnixx193]
[bookmark: _qwb8skqkzjp7]
[bookmark: _po7kvodml1d]
[bookmark: _8b6wx5p9a4l]
[bookmark: _u4y059ihq8uo]
[bookmark: _5uj7oime3wp0]Allergy & Dietary Reminders

	Item
	Allergen / Note
	Action

	
	
	

	
	
	


☐ All staff reminded: when in doubt, always confirm with the kitchen before advising a guest
[bookmark: _oqkmzwq70fsp]Section 4 — Operations & Compliance (2 Minutes)
[bookmark: _l98k86q5byta]Events & Entertainment
☐ Live Music — Details: ___________________________
☐ DJ — Set times: ___________________________
☐ Sports Broadcast — Event: ___________________________
☐ Private Buyout or Function — Details: ___________________________
☐ Theme Night / Promotion — ___________________________
☐ None
[bookmark: _cjo526wy03xo]Operational Reminders

	Topic
	Detail

	Cover charge (if applicable)
	

	Patio / outdoor close time
	

	Private function service window
	

	Tip-out / cash-out procedure
	

	Any handover or crossover notes
	


[bookmark: _l3ys96vdc7zk]Responsible Service & Compliance
☐ ID check policy confirmed — local minimum age: _______________
☐ Responsible alcohol service standards reviewed
☐ Cut-off and refusal procedure confirmed — all staff know the steps
☐ Incident reporting procedure reviewed (altercations, accidents, theft, illness)
☐ Cash handling and till security confirmed
☐ Emergency contacts and first aid kit location confirmed
☐ Fire exits clear and unobstructed
Compliance note:

International note: Minimum serving ages, responsible service obligations, and licensing conditions vary by country and region. Always refer to local law and your venue's current licence.

[bookmark: _sidv0hq9u758]
[bookmark: _ebul179nvsvd]
[bookmark: _6f6wyljrr3sl]
[bookmark: _vs5lqs4uitxb]
[bookmark: _1qjleauj95qv]Section 5 — Team & Wrap-Up (2 Minutes)
[bookmark: _329pj7fatv6w]Recognition — Previous Shift
Name the person and the specific behaviour:

Examples: Fastest ticket times of the week, turned a complaint into a compliment, highest cocktail upsell rate, mentored a new barback effectively.
[bookmark: _51c30anq3f2b]One Improvement Focus for This Shift

Examples: Every guest is greeted within 30 seconds of sitting at the bar. All featured cocktails are described before the guest orders. No empty glasses left unattended for more than two minutes.
[bookmark: _93zzz0u9j1da]Shift Goal
Specific and measurable where possible:

[bookmark: _49u9yilo29uz]Question of the Day
Ask one — invite a team member to answer:

Examples: What are the base spirits in tonight's featured cocktail? Name a classic cocktail that uses Campari. What do we do if a guest becomes aggressive? What is the correct pour measure for a standard spirit in this venue?
[bookmark: _o9ih47o5vpw1]Open Floor
Questions, concerns, or suggestions from the team:

[bookmark: _ra5sjrb33lcm]
[bookmark: _53w0y8ebgy0]
[bookmark: _el954gkrifev]Manager Sign-Off
☐ Every team member knows the 86 list and can suggest alternatives
☐ Every team member can describe the featured products confidently
☐ Roles and stations are confirmed and understood
☐ VIP and special occasion guests have been assigned and briefed
☐ All compliance reminders covered
Manager / Head Bartender: ___________________________
Signature: ___________________________
Date & Time: ___________________________
[bookmark: _9ul9hwnk2krz]End-of-Shift Handover Notes
	Topic
	Notes

	Business level vs forecast
	

	Key incidents or complaints
	

	What worked well
	

	What needs improvement
	

	Maintenance issues to follow up on
	

	Stock items are running low.
	

	Notes for incoming manager
	


Outgoing Manager: ___________________________

This template suits any bar format — standalone bar, restaurant bar, hotel bar, rooftop, or members club. Scale the team assignment table to match your staffing structure.
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