
Restaurant Pre-Service Meeting Guide Template

Pre-service meetings are your secret weapon for smooth restaurant operations. These short 10-15 minute team huddles happen before every shift. They keep everyone on the same page and help prevent problems before they start.
Think of it like a sports team gathering before the big game. You review the playbook, check your equipment, and get pumped up for success.
Benefits of Pre-Service Meetings:
· Better teamwork and communication
· Fewer mistakes during service
· Higher customer satisfaction
· Increased sales through better upselling
· Improved staff confidence
[bookmark: _y21ba5xtuad2]Meeting Template and Checklist
Date: _________________
Shift: _________________
Manager: _________________
Team Members Present:



[bookmark: _rjfj4mv6a5n1]1. Opening and Team Building
[bookmark: _bwrppl9qaasn]Welcome Your Team
Start each meeting with positive energy. A good mood spreads quickly through your team.
Action Items:
· Greet everyone warmly
· Thank the staff for the great work from previous shifts
· Introduce any new team members
· Share one positive customer comment if available
[bookmark: _d8e16bnt6m0x]Assign Leadership Roles
Clear leadership prevents confusion during busy periods.
Key Assignments:
· Floor manager for the shift
· Section supervisors
· Trainer assignments for new staff
· Who to contact for help during service
[bookmark: _yht99ke9lirl]Check External Factors
Outside conditions affect your service. Stay prepared.
Consider These Factors:
· Weather impact on outdoor seating
· Local events bring extra customers
· Parking or traffic issues
· Delivery challenges
Manager Signature: _________________
[bookmark: _6girm76zhn6s]2. Staff Readiness Check
Every team member needs the right tools for success. Missing equipment leads to poor service.
[bookmark: _23by199y2gm]Essential Equipment Checklist
Each server must have:
· Bottle opener and wine key
· Clean service cloth
· Name badge (properly displayed)
· At least 4 working pens
· Order pad or electronic device
· Cash float (if needed)
· Lighter for candles
· Section-specific tools
[bookmark: _puba9xmxvpmx]
[bookmark: _oowa8qkgf2fj]
[bookmark: _y94lyqxxhw4j]Professional Appearance
Your appearance affects customer perception and tips.
Standards Include:
· Clean, pressed uniform
· Good personal hygiene
· Professional grooming
· Proper footwear for safety
Manager Signature: _________________
[bookmark: _340ov8hkeveu]3. Menu Knowledge and Daily Updates
Knowledge is power in restaurant service. Well-informed staff sell more and satisfy customers better.
[bookmark: _gmc6olxvj4ek]Out of Stock Items
Nothing frustrates customers like ordering unavailable items.
Update Everything:
· Food items and ingredients
· Beverages (wines, beers, spirits)
· Desserts and specials
· Point-of-sale system
· Online ordering platforms
· Menu boards
[bookmark: _98ykvcqjylr3]Daily Specials
Make sure everyone knows today's featured items.
Today's Specials:
· Soup of the day: _________________________________
· Vegetable of the day: _____________________________
· Chef's special: ___________________________________
· Dessert special: __________________________________
[bookmark: _su3mjfyaxjn5]
[bookmark: _mzp072njdno7]
[bookmark: _xk5gi5tdy8pp]Knowledge Testing
Quiz your team to ensure understanding.
Test Areas:
· Food preparation methods
· Ingredient knowledge
· Beverage pairings
· Cooking times
· Allergen information
· Upselling opportunities
Manager Signature: _________________
[bookmark: _lynxwepu643m]4. Reservations and Service Flow
Planning prevents chaos during busy periods.
[bookmark: _n7u5oc9qjfv0]Booking Overview
Know what's coming your way.
Key Information:
· Total expected customers: _____________________________
· Large parties (6+ people): ________________________________
· VIP guests or celebrations: ____________________
· Special dietary needs: _____________
· Assign experienced staff to complex bookings
[bookmark: _rp4zl5ytnuq2]Service Flow Planning
Timing is everything in restaurants.
Plan For:
· Expected rush periods: ___________________________
· Quiet times for preparation: _______________________
· Special events or entertainment: ____________________
[bookmark: _sb49921g8iws]
[bookmark: _81m1ghhsoscq]
[bookmark: _52mid58m2vst]
[bookmark: _5i1hqe4ec9mf]Table Management
Organized seating improves service speed.
Assignments:
· Section allocations
· Buddy system partnerships
· Table setup responsibilities
· Special decoration needs
Manager Signature: _________________
[bookmark: _rku884cwdxwv]5. Restaurant Environment Setup
Your environment creates the first impression.
[bookmark: _864yfs7ky6mq]Dining Area Preparation
Details matter in hospitality.
Checklist:
· Tables are clean with proper place settings
· Correct number of chairs per table
· Condiment stations are filled and clean
· Menus spotless and undamaged
· High chairs and accessibility items are ready
[bookmark: _kypbua26l9ao]Atmosphere Control
Comfort keeps customers longer.
Check These Elements:
· Background music at an appropriate volume
· Lighting suitable for the time of day
· Comfortable temperature throughout
· The outdoor area is properly configured
· Restrooms are clean and well-stocked
[bookmark: _sxnzstjenonc]
[bookmark: _21qbgp3qjopd]
[bookmark: _od2z91nrmnwq]
[bookmark: _pe8tju42awsk]Safety and Cleanliness
Safety protects everyone.
Safety Checklist:
· Hand sanitizer stations are filled
· Wet floor signs available
· Emergency exits clear
· High-traffic areas sanitized
· First aid supplies accessible
Manager Signature: _________________
[bookmark: _h4gt6s6wioli]6. Technology and Systems
Modern restaurants depend on technology working smoothly.
[bookmark: _ip0qgj27onli]Point-of-Sale Updates
System problems slow everything down.
Check For:
· New features or changes
· Updated inventory levels
· Known system issues
· Payment processing updates
· Staff access levels
[bookmark: _otw9fonyiu1v]Delivery Platform Management
Online orders are big business now.
Assign Responsibilities:
· Order preparation: ______________________
· Quality control: _____________________
· Customer handoff: ______________________
· Platform updates completed
Manager Signature: _________________
[bookmark: _j9z7gtxo67v6]
[bookmark: _j6vjl33cg6rl]7. Staffing and Schedules
Good scheduling prevents burnout and maintains service quality.
[bookmark: _kp0qtg4a3roz]Shift Coverage
Know who's working and when.
Track:
· Staff absences and replacements: ___________________
· Kitchen and bar staffing levels
· Break schedule: ____________________________
· Smoke break timing and limits
[bookmark: _7gh7xzqr1y5n]End-of-Shift Planning
Proper closing sets up tomorrow's success.
Assign Closing Duties:
· Cash handling procedures
· Cleaning responsibilities
· Equipment shutdown
· Inventory counts
· Next shift preparation
Manager Signature: _________________
[bookmark: _qz08qiu5cuao]8. Health and Safety Procedures
Food safety protects your customers and your business.
[bookmark: _6m2030435bxp]Food Safety Reminders
One mistake can close a restaurant.
Critical Points:
· Allergy prevention protocols
· Proper food handling temperatures
· Hand washing requirements
· Cross-contamination prevention
· Cleaning chemical safety
[bookmark: _5nrs8v1sqpxn]
[bookmark: _7x0e1yshem10]Emergency Preparedness
Hope for the best, plan for the worst.
Emergency Information:
· Evacuation routes and procedures
· First aid trained staff locations
· Incident reporting process
· Emergency contact numbers
· Manager on-call information
Manager Signature: _________________
[bookmark: _wguzwubnxwd4]9. Motivation and Final Preparation
End your meeting on a high note.
[bookmark: _95nyahqz712a]Service Goals
Give your team something to aim for.
Today's Focus:
· Key service priorities
· Upselling targets
· Customer satisfaction goals
· Teamwork objectives
[bookmark: _uh0hmkaogws7]Team Motivation
Inspired staff provide better service.
Motivational Elements:
· Positive message for the shift
· Recognition of good work
· Support availability reminder
· Team spirit building
· Final questions answered
Manager Signature: _________________
[bookmark: _2bmrgjb7d6u8]
[bookmark: _dgkvifbeco2u]Meeting Notes and Action Items
Issues Identified:
Follow-up Required:
Staff Feedback:
Additional Notes:
[bookmark: _2pp5r4h1lha0]Meeting Completion Checklist
Before ending your meeting, confirm:
· [ ] All team members present and engaged
· [ ] All critical information shared
· [ ] Questions answered completely
· [ ] Team motivated and ready
· [ ] Meeting kept to 10-15 minutes
· [ ] All required signatures collected
Meeting End Time: _________
Duration: _________
Manager Final Signature: _________________
[bookmark: _dxcoauoxs2bf]Additional Best Practices
[bookmark: _6aq6e9eh2qjv]Meeting Frequency
Hold pre-service meetings before every shift, not just busy ones. Consistency builds strong habits.
[bookmark: _mw7j2za7dwo0]Documentation
Keep meeting notes for at least 30 days. This helps track recurring issues and staff development.
[bookmark: _1w8996gut39k]Staff Input
Encourage team members to share ideas and concerns. Two-way communication builds better teams.
[bookmark: _94a27iu0ktpo]
[bookmark: _1qmi3q3j7ij8]Follow-Up
Address action items promptly. Unresolved issues become bigger problems.
[bookmark: _bfdqinak6qji]Training Integration
Use meetings for ongoing education. Share new techniques and industry best practices.
[bookmark: _izi8jzax9x93]Troubleshooting Common Issues
[bookmark: _g3wgor75cj52]Low Attendance
· Make meetings mandatory for shift start
· Keep meetings short and valuable
· Provide incentives for participation
[bookmark: _mgf8g2cb2cdk]Information Overload
· Focus on today's critical items
· Use visual aids when possible
· Repeat important information
[bookmark: _3eucn5urd802]Time Management
· Start and end on time
· Use a standard agenda
· Address individual issues separately
[bookmark: _dm9qlru3y8qr]Staff Engagement
· Rotate who leads sections
· Ask for input and ideas
· Recognize good performance publicly
[bookmark: _leykirxcjmxe]Remember
Every pre-service meeting is an investment in your success. These 15 minutes prevent hours of problems later. When your team is prepared, informed, and motivated, customers notice the difference.
Great service starts with great preparation. Make every meeting count.
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