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Opening Manager
Opening
1. Disarm alarm system and turn on lights in bar, dining room and kitchen
2. Turn on POS at bar.
3. Turn on games. Are they clean?
4. Bathroom check. Toilet paper and soaps filled?
5. Take down all chairs, reset tables with placemats.
6. Ensure EVERY table has full and clean salt, pepper, vinegar, clean ketchup, beverage menu and plates and rollups and is wiped. Placemats or promotional materials on all tables. (If applicable)
7. Wipe down bar top, table tops and booth seats.
8. Reconcile Cashouts (Manager Only)
9. Check and organize reservations and parties.
10. Check Marketing Calendar for sports games.
11. Review the previous day and current labour card. Note any low or out of stock items or notes.
12. Count AM & PM BAR. Get change at the bank.
13. Highlight Weekly Duty and communicate it clearly with staff.
14. Check previous labour card produce levels.
15. At 10:45am turn on Music, TV’s, Lights, and LEDs behind bar. Is music appropriate level 
16. Do a perimeter check. Sweep any cigarette butts and garbage. Windex the front windows.
17. Cut the AM Server board. (If necessary)
18. Post events or pics on social media.
19. Ensure garbage and recycling area and bottles are organized. Bring empty box to bar.
2pm Check In
1. Front and patio doors clean.As managers and supervisors we are here to help and guide the staff. Help as much as you can by doing roll-ups, checking salts, peppers and vinegars, organizing take out stand and putting up chairs. You should never be sitting down. Lead by example.

2. Music and lighting appropriate.
3. Tables reset properly.
4. Weekly duties have been or are being completed, FOH and BOH
5. TVs channels are showing sports or news.
6. Check BOH is organized. Wash lunch cutlery and dishes.
7. Prep is complete or list of prep is done.
8. Purchase any items that are low or out of stock.
4PM Check In
1. PM Bar till is counted and there is appropriate change
2. All daily duties are completed. Servers are preparing for turnover.
3. Restaurant is completely reset. Caddies behind bar are all clean and refilled.
4. TVs and volume are appropriate
5. Wash cutlery.
5PM Checkout
1. FOH and BOH garbage and recycle is done.
2. AM Bar till is counted by a Manager and balanced. AM Bar cashout is complete. 
3. AM Servers have all finished duties including weekly duty. Rollups are done.
4. Labour Card is filled out and passed on to Closing Manager.
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1. Check Labour Card. Do a walkthrough and take ownership for your shift.
2. Bathroom check. Toilet paper and soaps filled?
3. Cut night board (if necessary). Ensure staff are aware of weekly duty, fill in side duty sheet.
4. Communicate any necessary information clearly with all staff, including BOH: Today’s Special, sections, contests, promotions etc.
5. Check
· Tables are all clean and bussed properly.
· Doors and windows clean of prints.
· Signs are all on
6. Walk through restaurant. Look for: garbage, table set-ups, POS are clean, Bar stainless steel, garbage and recycling are full, carrots, celery and dips are done, staff are all in uniform
7. Bar Stocked
a. Water & juices fully stocked
b. All beers are stocked
c. Enough fruit cut for the night
d. Pop in both fridges stocked
e. Enough change in their floatSteps to Success
- Own your shift from the minute you walk through the door.
- Always be moving along your glide path
- Greet every guest.
- Never turn your back on the door
- Get in the habit of looking at every table in the restaurant as you walk around
Have they been greeted?
Do they need refills?
Are they eating?
Can you pre-bus or bus any tables?

8pm Check In
1. Lights, music and temperature.
2. Are servers up to date on side duties?
3. Bathrooms?
4. Does anyone need a break?
5. Are all tables bussed & re-set properly?
6. Is the side bar clean and free from clutter? EX. Server beverages, menus, coasters.
7. Are all dishes, cutlery & glassware washed?
Pre-Close
1. Write Labour Card for next day
2. Check that the BOH and FOH are aware of and doing/done their Weekly Duty
Close
1. Adjust employee times labour card vs computer
2. Organize cashouts in safe.
3. Organize the comp and void receipts in the book in safe.
4. Check all garbage & recycling has been taken out.  
5. Check all doors are locked.
6. Bring chalkboard and rug inside.
7. Turn off TV and music. 
8. Chairs up.
9. Sweep and mop.
Check Out Kitchen
1. Check out Kitchen. Ensure kitchen Weekly Duty is complete.
2. Is dishwasher clean?
3. Are all lights and fans off?Exiting Restaurant & Setting the Alarm
1. Ensure all guests and staff have exited or are ready to exit.
2. All doors are shut. Back door, patio door, party room and garage door are locked.
3. Input alarm code. You now have 30 seconds to exit the restaurant through the front door.
4. Exit restaurant and lock door. IF YOU RE-OPEN THE DOOR, YOU MUST DISARM AND RESET ALARM.
5. Check doors are locked from the outside.
6. Ensure everyone gets to their vehicle safely.

4. Are fryers and window heat lamp turned off?
Check Out Bar.
1. Cashout PM Bar. Do cashout and count till.
2. Ensure all transactions are closed, and all employees are clocked out.
3. Finish sales from BAR POS.
· Manager, Sales Functions, Day finish sales
4. Turn off ALL STATIONS.
5. Return Debit Machines to proper bases.
6. [bookmark: _GoBack]Finish Debit Batch
7. Turn off lights. 
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